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Priority Accounts

Priority Accounts allows Users to create a streamlined account list that will prioritize certain accounts,
create Account Groups and designate Account Preferences

Select View all accounts

PRIORITY ACCOUNTS N
There are no priority accounts to display.
To get started, star your most used accounts and they will display here along with the current balance.
_ .y
~
N
Account 1
XOO0(2351
Account 2
| KHXAK3451
|
|
I > Account3
\ - 2001236
' S Account4
N 00942
\\\ - Accountb
N W 001234
\\\\ /
~ -
View all accounts
All accounts - 2 A Search all accounts
Filter all accounts: gl  Priority @
+ Create group
Saorted by: Default v/
Flex Business Checking Available Balance CurrentBalance  »
0000244 $0.00 $0.00 .
Flex Business Checking Available Balance Current Balance :
HOO003222 $5.89 $5.89 .
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Click on the Star icon to designate the Priority Account list

Select to designate, or remove,

Flex Business Checking as a Flex Business Checking Available Balance Current Balance .
Priority account for display on the WXKKK0244 $0.00 $0.00 .
home page.
Flex Business Checking Available Balance Current Balance  »
KKK 222 $5.89 $5.89 .

Filter all accounts: Al @

Sorted by: Default ~~

* Flex Business Checking Ayailable Balance CurrentBalance  «
WIOO0K32272 $5.89 $5.89 .

The Home screen will display the selected Priority Accounts. View all accounts can be selected to
access every account included online and to change the selection of Priority Accounts.

Home @
PRIORITY ACCOUNTS AN
View all

Flex Business Checking 3222 :

Available Balance $5.89

Current Balance $5.89

View all accounts
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Creating Account Groups
Select View all accounts then + Create group

| All accounts - 4 % Search all accounts

Filter all accounts: [l Priority Checking Savings

én

+ Create group

Group name

‘ ABC Business

A, Search all accounts

Filter all accounts: Al Selected Ungrouped Priority ~ Checking  Savings @

Sorted by: Default v~

|
[=] selectal

Everyday Business Checking Current Balance Available Balance  «
L4 XOOON(7036 $995.50 $995.50 .

Everyday Business MMA Available Balance Current Balance  »
XOOO2010 $220 66 $220.66 .

Everyday Business Savings Available Balance Current Balance  »
XAKXXK0102 $2557 $2557 .

Everyday Business Savings Available Balance Current Balance =
WXOK2291 30.00 50.00 .

1 accounts selected Cancel

ABC Business group successfully created
with 1 account.

0O 0|0

All accounts - 4 “ Search ABC Business group

Filter ABC Business group: Priority @
+ Create group

Sorted by: Default
ABC Business - 1
u,L,_ler; E? elnci iggiég * Everyday Business Checking Current Balance Available Balance  «
T o XX0007036 $995.50 99550  +
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Account Preferences

Select Settings — Account Preferences to update the Online Display Name, Current Account Group,
Home page Account Visibility, balance to display on home page options:

{al Home
Account Preferences

Click anywhere on the account row If you would like to addredit an account nickname, enable SMS/Text banking or view account detalls. Group and sort

1 Messages

= Transactions N accounts as they are displayed on the homepage.
2
[ cashmanagement ~
Iﬂ services N Q search by account label, name, nickname, nurmber, or product type

@  Locatlons

Accounts ¢ AV
”_«“ Help
&% settings -
Alerts . . &
Everyday Business Checking XXXXxXxX7036
Home Page Preferences N
Account Preferences
Detalls
Security Preferences online DIsplay Name select a balance to display on home page (max )
" < e Current Balance
pccessibility Everyday Business Checking f i
vesterday's Balance
[+ Logoff
Current ACcount Group suallable OO
A ts
Feodn e pending Transactions
Account Visibllity Holds Amount
Home @ || avallable Balance

Sweep Balance

This Year's Interest

Last ¥ear's Interest
Average Collected Balance
Last Deposit Amount
Today's Opening Balance
Last Interest Pald Amount
Accrued Interest

Last Statement Balance

Balance to display on home page (example with options selected above)

Everyday Business Chacking 7036 .
Current Balance $995.50
Avallable Balance $095.50
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Company Policy

The list of Transaction types and limits are based on ACH/Wire Agreements

b e BUSINESS TEST PROFILE [ save |

= Messages Company Policy (5

B Transactions ~ _
Transactions Features Accounts User Roles
[#  cashmanagement A
Payments Filter: [} cnabled  Disabled ~ |
Tax Payment
ACH Batch Payment ACH BATCH PAYMENT
Reclplents Cam view 3l transactions
Can Drafypprove/Cancel Rights Allowed Actions
$5.00
Pay Bills
Company Policy Approval Limlts
ACH Collection
Users Can view sl ransactions Maximum Amount Maximum Count
Can Drafy Approve/ Cancel
$5.00
User Roles Per Transaction ‘ 4 5.00
@ senices - Domestic Wire )
. Can view sl transactions Daily Per Account ‘ B 5.00 055,595,599 ‘
'@ Locatlons Can Drafy Approve Cancel
$5.00
[ad] Reports Daily ‘ 3 500 | | 996,509,099 ‘
@ Help EFTPS
- b fa_';;‘:;:_"’:el Manthly ‘ 3 999.990,000,998.09 | | 996,995,999 ‘
CF  Settings ~ 4500
[+ Logoif
Funds Transfer
Can view il transactions
Can Draft' Approve/ Cancel
$999,999,999,999.53
International Wire
Can view all transactions
Can Drafy Approve/ Cancel
$5.00
Payroll
Can view all ransactions
Can Draft' approve Cancel
$5.00
Stop Payment
Can view all transactions
Can Drafy Approve Cancel
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Allowed Actions
Add Allowed Action X

Allows ACH Batch Payment transaction for any amount

Amount

(®) Any allowable amount

() specific Amount

Approvals

Subsidiaries

(®) Any allowed subsidlarles (2) Select specific subsidiaries
Accounts
(@) Any allowed account () Select specinc account(s)

Draft Hours
Any

+ add Draft Hours

IP Addresses

IP Addresses
Any

- add 1P Address

SEC Codes
Any

O reo [ co

Cancel “

SUMMER 2025 8



ONLINE BANKING COMMERCIAL SERVICES USER GUIDE

Features
The listed Features on the Company Policy are set by the Financial Institution and cannot be edited

FEATURES (3

Q

RIGHTS
¥ Access Incoming/OULEoINg Wire Alerts ) Aliow one-time reciplents
) canadd users ) Eenable Reaiplent Approval
¥ Eenabie wage Garnishment ¥ redpient upload from batch

) wre upload from batch (requires Mult-wire)

CUSTOM FEATURES

) Add Account Form ) Loan Payments

Q watch

TRANSACTIONS

o Allow ACH Comipany Entry Description Entry

CORPORATE
0 Commerclal Dashboard o Information Reporting (12 of 12 selected)
Transaction Report [ 11 IR
0 Manage Company Pollcy 0 Manage User Roles
GENERATED TRANSACTION
¥ Enable Mul-Transfer ) Enable Mult-wire

MOBILE

¥ Mult Deposit Mobile Capture

SYSTEM VALUES

0 feature.item.customer/MotificatlonOfReciplentChange
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Accounts
Account access on the Company Policy is determined by the Financial Institution. Labels can be created
to designate account groups and for creating Reports

@ No Access

[% Access locked by Financial Institution
Vi Access Granted
e BUSINESS TEST PROFILE [ save |
B9 Messages Company Policy (3
F Transactions w
Transactions Features Accounts User Roles
Cash Management ~
Payments ACCOUNTS @
Tax Payment
y f Edit Labels 2 of 2 selected accounts shown
Recipients
Number Name View Deposit Withdraw Labels O
Pay Bills
XXOOK2010 Everyday Business MMA v v O
Users 0000102 Everyday Business 5avings v Ve %] ]
User Rales XXHNHXKTO36 Everyday Business Checking v v v
(B services ¥ o020 Everyday Business Savings v v v

SUMMER 2025 10



ONLINE BANKING COMMERCIAL SERVICES USER GUIDE

Add/Remove Labels

2 accounts selected

chpanF'j!{ Create

(] selectall

Remove

Add/Remove Labels

2 accounts selected

‘ ‘ Create
| @ Labels added
() selectan
Remove
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Transactions Features Accounts User Roles

ACCOUNTS (@
Number Name View Deposit Withdraw Labels D
HOOOKX2010 Everyday Business MMA v v v D
HAROOK0102 Everyday Business Savings v v @ D
XHHHXT036 Everyday Business Checking V4 v v Company A X D
00002291 Everyday Business Savings v v V4 Company A X O

©

Policy Saved

Policy changes have been accepted.

Close

. __________________________________________________________________________________________|
SUMMER 2025 12



ONLINE BANKING COMMERCIAL SERVICES USER GUIDE

User Roles

**Important: No two Users can share the same User Role**

Select Cash Management — Users Roles — Create Role

User Roles @

Q Search
USER ROLES
Name -~ Description Users -~
Business Admin MNone 1 j E[
Business User None 1 f ]ﬂ[

New User Role

Role Mame

Administramrl

Description (optional)

User Roles > Administrator ¢ ﬂ

User Role Policy (5
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Assigning Transaction Rights
The list of Transaction types are based on Cash Management Services enabled

The Administrator role is created with full permissions based on service agreements in place

The View option is specific to each user:
All = Can View ALL Transactions
Role = Specific to the User Role
Account = Access to Account specific Transactions
Own = Can only View OWN Transactions
*would not be able to Approve or Cancel another User’s Transactions*

None = No access to any Transaction

Rights  Allowed Actions

View | All N

< All
Role
Account
Own

MNone

. __________________________________________________________________________________________|
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1. Review the Rights for each Feature enabled
2. Limits can be set for the specific User Role

Fiter: ] Enabled  Disabled

ACH Batch Payment ACH BATCH PAYMENT Enabled @)

Can view all transactions
Can DraftiApprovel Canced Rights Allowed Actlons
$5.00 g

ACH Collection View

Can view sl ranzactions
Can Draft Approvel Cancel

$5.00

Approval Limits

Domestic Wire Maximum Amount Maximum Count
Can view all transactions
Can Crafy Approvel Cancel

$5.00 Per Transaction 4 500

EFTPS Daily Per Account $ 5.00 | | 990,099,905
Can view sl ranzactions
Can Draft/Approve/ Cancel

$5.00 i
Daily ¥ 5.00 955,509,509

Funds Transfer Monthly 4

Can view 2l ransactions

£an Draft Approve Cancel
$595,959,959,995.55

'000,099,909,990.00 000,099,500

International Wire
Can view all transactions
Can Draft Approvel Cancel
$5.00

Payroll
Can view 3l ransactions
Can Crafy Approvel Cancel
$5.00

Stop Payment
Can view sl ranzactions
Can Draft/Approve/ Cancel

Select Save to update the User Rights

. __________________________________________________________________________________________|
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Allowed Actions

Select Allowed Actions — Add Allowed Action

Rights Allowed Actions

POLICY TESTER A

Filter by

All N ‘ ‘ Q Search all ‘ Add Allowed Action

Allows ACH Batch Payment transaction for any amount

Show Details

Edit

Delete
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The Rights to Draft, Approve and Cancel are enabled by a checkmark

Add Allowed Action X
Allows ACH Batch Paymenit transaction for any amaount

Operations
Draft [ oraft Restricted Approve cancel
Amount

(@) Any allowable amount

() specific Amount
Subsidiarles

(@) Any allowed subsidiaries (1) select specinc subsidiaries
Accounts

() Any allowed account (0) select specifnic account(s)

Draft Hours
Any

+ aAdd Draft Hours

Cancel m

A specified Draft Amount can be entered for each User Role selected:

Amount
Draft A t
O Any allowable amount rart Amoun
(®) Specific Amount $ 5

Subsidiaries can be designated for each User Role selected:

Subsidiaries:

Select all | Clear all

BUSINESS TEST PROFILE () Another Company
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Specific Accounts can be designated for each User Role selected:

Accounts:

Select all | Clear all

D Everyday Business MMA Everyday Business Checking
HOOXX2010 XHANXHXT036
1 account selected Cancel

Draft Hours can be specified for each User Role selected:

Draft Hours

Day Start hour End hour
Monday All Day

Friday All Day

+ Add Draft Hours

Once Draft Hours are specified you can select the three action dots to Edit or Delete from the list:

Draft Hours

Day Start hour End hour
Monday All Day

Friday All Day

+ Add Draft Hours

Edit Allowed Actions
Select Edit under the list of Allowed Actions.

Refer back to Allowed Actions

Once the desired edits have been completed select Submit to update the User Role

Edit

Delete

SUMMER 2025
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User Roles > Business User & pelete E

User Role Policy ()

Transactions Features Accounts

Fllter: Enabled  Disabled \/‘

ACH Batch Payment ACH BATCH PAYMENT Enabled @mf)
Can view sl transactions
Can Draft/ Cangel

$5.00 Rights Allowed Actions

ACH Collection POLICY TESTER v

Can view sl ransactions

Fllter
$5.00 by

Al v‘ ‘O\ search all ‘ Add Allowed Action

Domestic Wire
Can view all transactions

A — Allows ACH Batch Payment transaction Draft or Cancel for any amount

$5.00

show Detalls

EFTPS
Can vizw & ransactions
Can Draft/ Apprave/ Cancel

Edit

$5.00

Edit Allowed Action

Allows ACH Batch Payment transaction Oraft or Cancel for any amount

Operations

D: Draft

|__ Approve |7 Cancel

Amount
-._"_‘ Any allowable amaownt
(") Specific Amourt
Supsidiaries

(#) Any slowed subsidiaries 2} Sedect specific subsidiaries

Accounts

(&) Any allowed account [3) Select specific accountish

Draft Hours
Any

+ Aod Draft Hours

5EC Codes
Any

] reo ] ceo

Fanesl “
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Assigning Features

Rights: Access Incoming/Outgoing Wire Alerts, Access Payment Templates, Allow One-Time Recipients,
Can View All Recipients, Manage Recipients, Recipient upload from batch, Wire upload from batch are
all specific to ACH and Wire services enabled

*Manage Users can be enabled by the Admin to allow Users the rights for all other Users

Custom Features: Add Account Form allows a User to send a Secure Message request to add accounts
for online access. *The Administrator is responsible for adding and assigning account access for all
users*

Link Out: This will allow the User to enroll in Bill Pay (Withdrawal access is required on Checking
accounts)

Generated Transaction: This should be enabled for any User with ACH Rights to submit multiple
Transfers or Wire transactions at one time

Corporate: Manage User Roles can be enabled by the Admin to allow Users the rights for all other User
Roles

Mobile: This will allow for the User to access Mobile Deposit from the App

User Roles > Administrator ¢ ﬂ

User Role Pollcy (5

Transactions Features Accounts

. __________________________________________________________________________________________|
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FEATURES (3

I8 |

RIGHTS
m Access Incoming/Qutgoing Wire Alerts m Access to all payment templates
@) allow one-time reciplents @) canviewall reciplents
@) manage Reciplents o) manage users
m Reciplent upload from batch Q ‘Wire upload from batch {requires Multl-Wire)

CUSTOM FEATURES

@) AddAccount Form @) loanPayments
ﬂ watch
LINK OUT
@) EBusiness BIll Pay User @) 'Pay Business Elllpay Admin

GENERATED TRANSACTION

ﬂ Enable Mult-Transfer ﬂ Enable Multl-wire
CORPORATE

@) Manage User Roles

MOBILE

Q Multl Deposit Moblle Capture

. __________________________________________________________________________________________|
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Assigning Accounts

Each User Role can have a designated list of accounts as well as customized access

Transactions Features  Accounts

ACCOUNTS @
0 of 2 accounts shown
Show unassigned accounts
Number Name View Deposit Withdraw

Click on Show unassigned accounts to populate the list of accounts available

Transactions Features Accounts

ACCOUNTS (&
4 of 4 accounts shown
Hide unassigned accounts
Number Name View [ | Deposit[ | Withdraw [ Labels
HOOAH2010 Everyday Business MMA o ol v
HOOOKKT036 Everyday Business Checking v v v
KOOOXX2291 Everyday Business 5avings @ @ @
XOOOM0102 Everyday Business Savings @ @ @,

%,

Indicates the User does not have access

Indicates the option is locked by the Financial Institution

v4

Indicates the User has access to utilize this account feature
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Number

H000X2010

OOOKT036

XO00K2291

H000K0102

Click Save at the bottom right of the screen to save and update any changes

©

Policy Saved

Policy changes have been accepted.

Name

Everyday Business MMA

Everyday Business Checking

Everyday Business Savings

Everyday Business Savings

Close

View

v

v

Deposit

v

v

Withdraw

v

Labeis

SUMMER 2025
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Copying, Editing and Deleting Existing User Roles
**Important: No two Users can share the same User Role**

Once User Roles are created they can be Copied, Edited or Deleted

USER ROLES
Name ~ Description Users -~
Business Admin None 1 & {m]

Copy Business Admin
Business User None 1 o7 =y '@[

**User Roles can be copied but cannot be the same name as existing User Roles**

USER ROLES

Name ~ Description Users -~

Business Admin Nane 1 ﬁ 'ﬁ[
Business User Nane 1 ﬁ 'ﬁ[
USER ROLES

Name ~ Description Users ~

Buslness Admin None 1 S O
Business User None 1 f @ 'ﬁ[

Delete Business User
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Creating New Users

**User Roles should be created prior to adding new Users**
Select Cash Management — Users — Add User

m Home
User Management

£ Messages
% Search Users Add User
S Transactions v

Cash Management ~

User Email Address Role Status Last login
Paymenis

Tax Payment Business Admin fakeemail@gmail.com Business Admin Active 6 minutes ago f
Recipients

P Business User fakeemail@gmail com Business User Active 3 days ago f
Pay Bills
Company Policy

Users

User Roles

New User Details

PERSONAL DETAILS

First Name Last Name Emall Address

Phone Country Phone

United 5States AV ‘

LOGIN DETAILS

Login 1D Password Confirm Password

= Login ID must be between 6 and 18 * Must be between & and 99 characters
characters. * Must contain at least 1 number

» Password must contain a minimum of 1
lower case characters.

» Password must contain a minimum of 1
upper case characters.

» Password must contain a minimum of 1
special characters.

+ Password may not contain the following
characters <&.

+ Password may not be the same as last 24
passwords.

The New User Password is temporary, the User will update their password when they first login
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New User Details

PERSONAL DETAILS

First Mame Last Name Emall Address

newusersemall@anyemall.com

New |

User ‘

Phone Country Phone

United States S ‘ (602)355-1212

LOGIN DETAILS

Login 1D Passwaord Confirm Password

newuseri2a4d ‘

User Role

|
Unassigned LT

uUnassigned

Business Admin

Business User New User Detalls Save New User Detalls

Select Save New User Details once all fields are completed and the User Role has been selected

©

Save User

X

The user has been saved

Close
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Reviewing and Editing Existing Users

Select Cash Management — Users — Click on the pencil icon to Edit the User selected

User Management

User Emall Address Role Status Last login
Business Admin fakeemall@gmall.com Business Admin Actve B minutes ago
Business User fakeernall@gmall com Business User Actve & minutes ago

New User fakeemall@gmall.com BusIness User 2 Aclive

E%%%

Edit Status = Deactivate User

User Role = The Current Role can be changed from the dropdown list of created User Roles
**No two Users can share the same User Role**

Manage User Roles can also be selected if changes to the User Roles are needed.
Select Update Role if changes are selected

Delete = The User can be deleted

. __________________________________________________________________________________________|
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User Details

Status

Active

Edit Status

PERSONAL DETAILS

First Name Last Name Email Address

New User newusersemail@anyemail.com
Phone Country Phone

United States (603)555-1212
USER ROLE Manage User Roles

Current Role

Business User N

USER LOGINS

Login Name Channel Status Last Logon Actions

newuser1234 Internet Password Change Required \I\

cancel

Mobile Authorizations
Each User can setup to receive an email or call to be alerted of approvals needed for certain features:

{n} Home
i . 0 0
Mobile Authorizations
[~ Messages
Enter your desired Mobile Authorization Code and chocse the transaction types for which you agree toa be an eligible approver.
~ Mobile Authorization Code * Enroliment *
= Transactions -
Choose eligible transaction types:
]:_ Cash Management ~
"
Your new code should be numeric and exactly 4 digits In length. select Al Clear All
Payments
Add Emall Add Phone
Tax Payment (] Funds Transfer
(603) 2 7 x
Reclplents ] wire Transfer
e m E)j SRS
Pay Bills [ FEFTRS
Company Pollcy O Payroll
ez [ ACH Collections
User Roles

[T International wire
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When the User has Drafted the transaction they can select to “Notify Approvers”

0,

Transaction Drafted

Transaction requires 1 approval(s).

b4

Transactlon ID: 1777303

Total Amount: $0.01

Close Notify approvers View In ACtivity Cemter

The list will prompt which Users have setup Mobile Authorizations.
Select Send once the User(s) have been chosen from the list

Notify Users X
Confirmation Emall:

Optional Emall
Time:

Ex. D5:00 AM - [Violce Only)

Busingss Admin - Emall me - 3 J00L00M =
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Cash Management Services

Separate Application, Agreement and Addendum are required for all ACH Services, for online Wire rights
to be enabled a Wire Agreement is required

Managing Recipients
A Recipient is an individual or company that you pay or request funds from via ACH or Wire transactions

Adding a New Recipient
1. Select Cash Management — Recipients - New Recipient

ﬂ Home o
Recipients

1 Messages

3 Transactions ~ o
New Recipient A Search recipients

Cash Management -~

Payments Mame Email Address Number of Accounts Actions

Tax Payment

There are no recipients to display

2. Enter the Recipient Display Name and Email Address (optional)

Add Recipient

Display Mame * Emall Address

nd emall netifications for template

*Note: The Send Email Notifications feature will generate an email to the recipient at the time the ACH
or Wire transaction is Processed. This email notification does not contain confidential information.

3. Select the Payment Type from ACH and Wire, ACH Only or Wire Only. This designates
the transaction types for which the account is eligible. Complete all required fields
designated with an asterisk. *Address information is required for all Wire Recipients
and cannot be a PO Box — Physical Address is required for all Wire Recipients*

You can click the ? icons next to Wire Name, ACH Name and ACH ID for the field
description.

. __________________________________________________________________________________________|
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ACH Only Recipient:
Add ACH Tester

Display Name * Emall Address
Send email notifications for template

ACH Tester payments

+Add account  ~
Accounts (1)

Account Payment Type Financial Institution (FI) Routing Number
Account - New ACH and Wire A :
Payment Type
ACH Only v
Account Type * Account *
Checking A\ 12345678
Financial Insticution (FI) Refined Search  ACH Routing Number *
% Search by name or routing #. 211470225

x

Add ACH Tester

Display Name * Emall Address
Send email notifications for template

ACH Tester payments

+Add account  ~
Accounts (1)

Account Payment Type Financial Institution (Fl) Routing Number

I Checking - *5678 ACH Only 211470225 E

Recipient Details

Templates (0)

Select Save Recipient once all required information has been entered
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ACH and Wire Recipients

Add Recipient

Display Mame * Emall Address
send emall notifications for template
payments
- Add account -~
Accounts (1)
Account Payment Type Financial Institution {FI) Routing Number
ACCOUNE - New ACH and Wire MR :

Payment Type Eeneficlary Type

ACH and wire o Domestic
Account Type * Account ¥

Select account Type v
FInancial Institutlon (F1) refined Search  ACH Routng Number *

4, Search by name or routing #.
Beneficiary Fl 2
Mame * Country * Fl ABA Mumber *
Address 1 ¥ Address 2 Clky *
State * Postal Code *

Select State R
Intermediary Fl &
MName Country Wire Routing Number
Address 1 Address 2 City
State Postal Code

Select State v

x -
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Select Add account to add multiple accounts for one recipient

+ Add account -~

Accounts (2)

Account Payment Type Financial Insttution (Fl) Routing Number
Checking - *6789 ACH and Wire MERRIMACK COUNTY SAVINGS BANK 211470225 —
Account - New ACH and Wire NIA :

Click the checkmark when all required information has been entered

Recipient Details

Wire Name = ACH Name =

Redlplent Name, as recognized by ACH ID Is the accounting number
ithe beneficlary financial

Institution, which travets with the

Reciplent Name, as recognized by

the beneficiary finandal by which the Recipient Is known

to the originating

institution, which travels with the
AU company/subsidiary.

Country T e LULIEENE 2 transaction. If not provided.
ithe Reciplent Display Name will be
utilized but may cause fallures

_ the Reciplent Display Name will be
BRUELEY |j11ized but may cause fallures If it

contains invalld wire characters. andror be truncated If it contains

Ciry = Wire Name field does not allow State * Invalid ACH characters and ZIp *
invalid wire characters to be exceeds 22 characters. ACH Name
entered. EEIEla@ele feld does not allow invalld ACH

characters to be entered and
validates field length restrictions.

Templates (0)

Select Save Recipient once all required information has been entered

*A Physical Address must be entered for all Wire Recipients (not a PO Box)*

. __________________________________________________________________________________________|
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Wire Only Recipients

Display Name * Emall aAddress
Send emall notifications for template
Tester Reciplent PEyImEnts

+ Add account -~
Accounts (1)

Account Payment Type Financlal Insticution (1) Routdng Mumber
Account - 6789 Wire Only MERRIMACK COUNTY SAVIMNGS BANK 211470225 E
Payment Type Beneficlary Type
Wire Only v Domestic v
Account FInanclal Instltution (F1) refined Search
123456789 L Search by name or routing #.

Financial Institution (=

Name * councry * Fl ABA Number *
WERRIMACK COUNTY SAVINGS BANEK United States 211470225
Address 1 ¥ Address 2 Clty *
39 M Maln 5t Concord
State * Postal Code *
New Hampshire v 03301

Intermediary Fl &

Name Counery Wire Routing Number
Address 1 Address 2 Clty
State Postal Code

Select State R

Click the checkmark when all required information has been entered
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Add Tester Recipient

Display Mame * Email Address
Send email notifications for template
Tester Recipient payments
+ Add account -~

Accounts (1)

Account Payment Type Financial Institution (FI) Routing Number
I Account - *6789 Wire Only MERRIMACK COUNTY SAVINGS BANK 211470225 :
Recipient Details -~
Wire Name = ACHName = ACHID =
Country Address 1+ Address 2

United States e
City * State * ZIF *

Select State 7

Templates (0)

Cancel Save Recipient

Select Save Recipient once all required information has been entered

*A Physical Address must be entered for all Wire Recipients (not a PO Box)*

. __________________________________________________________________________________________|
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Uploading Recipients File
Select Cash Management — New Payment — select Payment Type — Upload from file — Save Recipients

(Recipient upload file format options are NACHA or 5-Column-CSV. Custom mapping is not an option for
uploading Recipients)

ACH BatCh Payment Change Type Upload From File

File Mapping Management X

SAVED FILE MAPPINGS

New Mapping & Search

4 Results

Mapping Instruction Name Mapping Type Use
Save Recipients

NACHA System Standard
View Specifications

5-Column-CSV System Standard E

Import File *

# Recipients list 1.csv

* - Indicates required field
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Editing Recipients
1. Select Cash Management — Recipients
2. Select from the three vertical dots icon next to an existing Recipient to display:

e Edit - Edit the existing Recipient information

e View Change History - View and Changes to the selected Recipient

e Delete - Delete the existing Recipient

e Payment History - View any Payment History for the selected Recipient

Recipients
% Search recipients
Name Email Address Number of Accounts Actions
ABC Company 1 :

Edit
Wiew Change History
Delete

Payment History

. __________________________________________________________________________________________|
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Edit Tester Recipient

Display Name * Email Address
Send email notifications for template
Tester Recipiant payments

+ Add account  ~
Accounts (1)

Account Payment Type Financial Institution (FI) Routing Number
Click for account actions
I Checking - *7890 ACH and Wire Merrimack County Savings Bank 211470225
Edit
Recipient Details ~
Remave
Wire Name & ACH Name & ACHID =
Tester Recipient
Country * Address 1+ Address 2
United States Y 123 Main 5t
City * State * ZIp *
Concord New Hampshire A 03301
Templates (0) e

Cancel Save Recipient

Select Save Recipient once all required information has been updated

Recipient Approval

Recipient Pending Approval

Changes to Recipient ABC Company have been saved and are awaiting approval.

Close

Click on the three dots under Actions and select Review Changes

. __________________________________________________________________________________________|
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ﬁj Home ..
Recipients

£ Messages

B Transactions ~ )
New Recipient % Search recipients

Cash Management -~

Tax Payment Name Email Address Number of Accounts Actions

| |
ABC Company 1 (@ Changes Need Approval :

Company Policy
Review Changes

User Roles
View Change History

ﬂ Services ~
Payment History

@ )
¢} Locations

Review the information for the New Recipient created and select Cancel to leave the current screen,
Reject New Recipient or Approve New Recipient

Review New Recipient ABC Company

G) This recipient has changes that must be approved.

Created by Business Admin at 10:16AM 07/23/2025

Reciplent Detalls

& ADDED
Display Name Emall notificatlons
ABC Company No
Accounts
(® ADDED
Checking - *6789 ACH Only Account No. 123456789 View Details

Cancel Reject New Recipient | Vg TRV R T

Recipient Creation Approved!

Creation of Recipient: ABC Company has been approved.

Close

. __________________________________________________________________________________________|
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Review Changes for the selected Recipient and click on the options: Cancel to leave the current
Recipient Change request, Reject Updates or Approve Updates

Review Changes to ABC Company

(1) This recipient has changes that must be approved.

Changed by Business Admin at 10:49AM 07/27/2025

Accounts
' PREVIOUS ¢ EDITED
Checking - *6789 Checking - *8901
ACH Only ACH Only

Account No. 12345678901

Cancel Reject Updates Approve Updates

If Reject Updates is selected the Reason for Rejection field must be completed

Account No. 123456789

Review Changes to ABC Company

(D) This recipient has changes that must be approved.

Changed by Business Admin at 10:29AM 07/23/2025

Accounts
' PREVIOUS & EDITED
Checking - *6789 Checking - #7890
ACH Only ACH Only

Account No. 123456789 Account No. 1234567890

Reason for Rejectlon

Urverified email request ‘

Cancel Reject Updates

©

Changes Rejected

ABC Company

Close
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ACH Notices

Users setup for ACH Notices will receive an email that there is an ACH Reporting System New File
Notification. These notices can be accessed from the Cash Management — ACH Notices menu option.

1. Click on ACH Reporting Files — Search Parameters for dates prior to access all ACH Notices for
the past 90 days:

Collapse All -

~~ : .
xs Transaction Processing

ACH Reporting Files

Date From Date To
08)‘08/20241 & 08/13/2024 &
< Back to Search Parameters ACH Reporti ﬂg F”eS
Q m 2
Report name | Report type | Output file type | Downloaded by user | Datecreated /[~ | File size
ACH Returns & NOC  Originator - Notice..  PDF- Full Transaction D...  No 08/12/20245:33:01... 89937 KB
~ Download Report
Showing 1 result n
View record

2. Select Download Report from the three vertical dots
The Correction Notice will list the Corrected Data provided by the Recipient’s Financial Institution.
This information will need to be updated in the Edit Recipient options.

The Return Notice will list the Reason for the Returned ACH Transaction.

. __________________________________________________________________________________________|
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(Example Correction Notice — some details have been omitted)

ACH FULL DETAIL REPORT

RECEIVER INFORMATION

ORIGINATOR INFORMATION

Receiver Name:
DFI Account Number:

Originator Nama:
Company 1D:

Receiving DFI ID: 211770093 Originating DFI ID: 011500120
TRANSACTION DETAILS

SEC Code: Automated Notification of Change (COR) Effective Entry Date: B/12/2024
Service Class Code: Mixed Debits & Credits (200) Settlement Date (Julian Date): BM12/2024 (225)
Transaction Code: Demand Credit Return/MOC (21) Company Entry Description: AchBatch

Batch Number:
Identification Number:
Amount: $0.00

Trace Number:
Individual Name:

SOURCE

File Name:
File Created:

ADDEMNDA - Notification of Change

Change Code:
Corrected Data:
Original Entry Trace Number:

Original Receiving DFI Identification:

Trace Number:

Incorrect Routing Number (C02)
211070175

011500120

SUMMER 2025
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ACH Payment Creation

*The bank is not required to process ACH Payments if the funds are not available in the debiting account

on the Processing Date*

1. Select Cash Management - Payments
2. Select the ACH transaction type within the New Payment Dropdown menu
ACH Payment types

ACH Batch Payment — Payments to an Individual or Company and limits are
determined by the

ACH Collection — Debit funds FROM and Individual or Company completed ACH

Payroll — Payments to Individuals designated as Payroll Agreement
{-t Home
Payments Hub
1 Messages
3 Transactons . MAKE A PAYMENT

Cash Management -~

Tax Payment ACH Batch Payment
Recipients ACH Collection
Pay Bills Payrall

3. Use the SEC Code dropdown menu to select the appropriate SEC Code

(Payroll files are automatically assigned PPD SEC Code)

Origination Details
SEC Code =

-—--Select a SEC Code—-- AV

--—Select a SEC Code—---
PPD - Prearranged Payment and Deposit
CCD - Cash Concentration and Disbursement

PPD - Payments/Collections to a PERSON

CCD - Payments/Collections to a COMPANY
1
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4. Select the From Subsidiary for processing
There may be multiple Subsidiaries and Company ID’s per the ACH Addendum completed
From Subsidiary

%, 5earch by name .&.

Digital Banking Test
EEkdkEkEk] |27

Digital Banking Test Company
EEk*kELRTE

5. Select the Account for processing

Account

Operating Test Acct
KHEAXKI222

Select the Effective Date (this is the business day the funds will be processed into or out of the
Recipient account)

The Effective Date should be the next business day or 2 business days after the Processing Date

Effective Date

| =

‘ @ Format: mm/dd/yyyy

| < September > < 2025 >

5 M T W T F 5

2 3 4 5 b 7

[:a]
o
=]

11 12 13 14

(W]
(53}
|
—

ol

8 19 20 21
22 23 24 25 26 27 28

29 30

. __________________________________________________________________________________________|
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7. Recurrence (OPTIONAL) if you would like to schedule this payment to be made on a Recurring
basis *any changes to the recurring payment series will need to be Canceled and a New
Payment Series scheduled*

Complete all of the required fields and select Set Recurring Transaction to Save:

X
Schedule Recurring Transaction

How often should this transaction repeat?

() 1st Of The Month () Every Other Week
O Last Day Of The Month O Monthly

(L) 1st & 15th Of The Month () Quarterly

() 15th & Last Day Of The Month () semi-Annually
Daily (Monday - Friday) Yearly

O Weekly

When should this transaction stop?

() on/Before Date ‘ =4

() After

occurrence(s)

i \ Forever (Untl [ Cancel)

Cancel Set Recurring Transaction

. __________________________________________________________________________________________|
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8. Recipients
In the Recipients section you can add New Recipients, select and existing Recipient or select
Add multiple Recipients at one time

Recipients (1) Filters:  [QUN Pre-Notes %, Find recipients in payment

+ Add multiple recipients

Recipient/Account Amount

@ Eeafch by name or account. -3 0.00

+ New Recipient
+ Add another recipient

ACH Only Testing

ACH Only Testing
Checking 123456

Prenotifications (Pre-Notes) should be initiated as a zero-dollar payment to validate the account and
routing details of a bank account before debiting or crediting it.

This should be completed for every new or updated Recipient:

Recipient/Account Amount

ff} This payment is valid.

ACH iny Testing ) ‘ % 0.00
Checking 123456
MNotify Recipient Show Details

Addendum (ocpticnal)

‘ Pra-Mote

. __________________________________________________________________________________________|
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Drafting ACH Transaction

Review all of the information entered is valid and select Draft
*A Security Token code is required for Drafting all ACH Transactions*

Origination Details

SEC Code = From Subsidiary Account
PPD - Prearranged Payment and Deposi v/ ‘ e Rl ‘ OP?r.a.t“jg_TeSt Aeet
Snnas]122 HHHHAKI222 $9.89
Effective Date Recurrence
09/18/2024 &l ‘ Set schedule
Recipients (2) Filters: Pre-Notes @ Find recipients in payment
+ Add multiple recipients
Recipient/Account Amount
ACH iny Testing ) ‘ 5 1.00 ‘
Checking 123456
Mickey Mouse ‘ 5 100 ‘
Checking 5827

+ Add ancther recipient

$2.00 Cancel Draft Approve
2 payments

DRAFTED PAYMENTS WILL NOT BE PROCESSED UNTIL THEY ARE APPROVED

DRAFTED PAYMENTS MUST BE APPROVED PRIOR TO 3PM ON THE SELECTED PROCESSING DATE

O

Transaction Drafted

Transaction requires 1 approval(s).

X

Transaction ID: 1764870

Total Amount: $0.00

Close View in Activity Center
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Approving ACH Transactions
Users with authority to Approve ACH Transactions will select from the menu:

Transactions — Activity Center to find Drafted ACH Transactions that need approval. Click on the three
vertical dots to Approve after reviewing the payment details

*A Security Token code is required for Approving all ACH Transactions*

Transaction List ] :
TRANSACTION DETAILS X
Drafted $2.00 .
ACH Batch snapoza | ACH BATCH
_ 2 Recipients $2.00
Toggle Details Tracking ID: 2832855 Created Date: 8/14/2024
Approve
PAYMENT DETAILS AN
Cancel
Created By From Account
Motify sally Test Operating Test ACCE 0000322
Process Date Total Payments
Inquire 00/16/2024 2
Effective ACH Header
Copy 09/18/2024 Digital BnkTest
SEC Code
Print Details PPD
Company Entry Description
ACH Paymen
RECIPIENT DETAILS AN
€ Show masked details
Name Account Type Routing Amount
ACH Only Testing  XXX456 Checking HHHHH0225 $1.00
Credits: [0] $0.00| Debits: [0] $0.00 Jicke
'] | [] Mickey Mouse — yywxxassz Checking  X({XX0225 $1.00
1-1 of 1 ransactions ¢ p
1-20f 2recipiens >

Once Approved the Transaction status in the Activity Center will indicate Authorized:

f,:] Home

B Messages

Online Activity @

Single Transactions  Recurring Transactions  Deposited Checks

B Transactions

Transfer Y QO 4 & (Q, search Transactions
Loan Payments . — .
Created date -~ Status - Transaction Type « Account - Amount - || :
Activity Center
472024 ) Jp— —_—
8/14/202: Authorized  ACH Batch . .C.s.e.r:a[ ng Test Acct s200 () ¢
1012 AM Tracking ID: 2632985 XOKKK3222 .

Cash Management
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Canceling ACH Transactions

ACH Transactions can be canceled prior to 3pm on the selected Processing Date

1. From the menu options select Transactions — Activity Center to search for the ACH Transaction
to Cancel. ACH Transactions in Drafted or Authorized status can be Canceled
2. Click on the three vertical dots and select Cancel — the status will update to Canceled

Online Activity @

Single Transactions  Recurring Transactions

Y O 4 @

Created date ~ 5Status ~ Transaction Type «
8/14/2024 Authorized ACH.Batch
10:32 AM Tracking |D: 2833018
8 0
8/14/2024 Drafted fCH.Batch
10:31 AM racking ID: 2833016
8/14/2024 ACH Batch

Cancelled

10:12 AM

Tracking |D: 2832985

Canceling Recurring ACH Transactions

Deposited Checks

Account -

Operating Test Acct
HAHAHNZ222

Operating Test Acct
MK 3222

Operating Test Acct
HHHRHRN3222

QN .
L Search Transactions

Amount - D E
$1.00 I:lr

Toggle Details

Cancel

Inquire

Copy

Print Details

*Any changes to the recurring payment series will need to be Canceled and a New Payment Series

scheduled*

1. Select Transactions — Activity Center from the menu options then click on the Recurring
Transactions tab at the top of the page to locate the recurring transaction in Authorized status.
2. Click on the three vertical dots and select Cancel series— the status will update to Canceled

Online Activity @

Single Transactions  Recurring Transactions

Y O 4 @

Created date -~ Status - Transaction Type -
8/14/2024 Authorized ACH .Batch
10:37 AM Tracking ID: 2833026
3/28/2024 ACH Batch

Cancelled o
11:08 AM racking ID: 2623456
8/20

3/28/2024 Cancelled E’ayrg |
11:07 AM racking ID: 2623454

SUMMER 2025

Deposited Checks

Account -

Operating Test Acct
HHKHHKN3222

Operating Test Acct
HHKHKK3222

Operating Test Acct
HKHHNH3222

QN .
(4 Search Transactions ‘

Amount -

$1.00 .

Toggle Details

Cancel series
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ACH — Upload From File
1. Select Cash Management — Payments — New Payment

2. Select the desired Payment Type:

fr':r Home

£ Messages

Payments Hub

E Transactions MAKE A PAYMENT

Tax Payment ACH Batch Payment
Recipients ACH Collection
Pay Bills Payroll

3. Select Upload From File

ACH Batch Payment change ype Upload From Fie
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4. Select Use on the desired file type

File Mapping Management X

SAVED FILE MAPPINGS

. SearCh

2 Results

Mapping Instruction Name Mapping Type

MACHA systemn Standard | |
Use

5-Column-CsY System Standard

Save Redplents

View specifications

5. View Specifications will list the ACH Batch Upload Guidelines

NACHA Upload Guidelines

+ You can import a balanced MACHA format file to create an ACH Batch, ACH Collection, or Payroll payment
o MNACHA files are not processed as uploaded into the system. The system is extracting the information (Routing
Number, Account Nurber, Amount(s), Effective Date, SEC Code, and Subsidiary/Originator) needed to create an
ACH Paymenits, ACH Collections, or ACH Payroll Online Banking transaction. To upload a MACHA file and have it
processed as uploaded, please use ACH PassThru
o Classifying the payment as PPD or CCD, selecting Pay From/Pay To account, selecting a Subsidiary, and selecting an
Effective date should not be necessary as that info should be in the balanced file
+ Theimport uses the name and the order of the file to create recipients and amounts
+ You can include a recipient multiple times to create multiple payments
+ The payments can be to the same account or a different account

ACH Batch Upload Guidelines

You can import a list of recipients and amounts from a 5-column Comma Separated Values (CSV) file
to add recipients and amounts to a new ACH Batch, ACH Collection, or Payroll.

+ The CSV file must contain the following columns: Recipient name, Routing transit number, Account number, Account
fype, and Amount

= Account Type is a numeric value: Checking = 1; Savings = 2; and Loan =3

* For 5-column imports, you will be prompted to select a SEC code, select a Pay From/Pay to account, select a Subsidiary
(where applicable), and select an effective date

. __________________________________________________________________________________________|
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6. Select the file to Import then select Upload File

Import File *

[ # Payroll-sample.csv ]

* - Indicates required field
Cancel Upload File

7. Complete the required fields from the corresponding dropdown menu

Payment From File - Additional Information

SEC Code Pay From/Pay To
Operating Test Acct
PPD - Prearranged Payment and Deposit N KOOO0E222 $9.89

Company / Subsidiary

Digital Banking Test A

Effective Date

09/25/2024 =

Recipients

Name Routing Account Account Type Amount Addenda
ACH Recipient 062203984 $10.00

Another Recipient 062203984 $25.00

Total Amount: $35.00 To 2 recipients

8. Review the information for accuracy and select Draft or Approve
Drafted files will not process until they are Approved

Note: A confirmation screen will appear when the file imports and all necessary information is
successfully completed. If there is a problem with the file, a popup notification will appear with the

error message.
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File Mapping Management

Custom file mapping is an option

1. Select New Mapping

File Mapping Management X

SAVED FILE MAPPINGS

New Mapping \ Search

2. The Upload Wizard will populate with the file type pre-selected

Upload Wizard X
(o) 2 (3)
File Set-up File Review
Mapping
How Is your data separated?
Header Rows to Skip: D
@ Excel
Fixed Width Traller Rows to Skip: D

Your uploaded data: Reciplents list.xlsx (Showing 2 of 2 rows) /| Frstrow contains column headers

Name Routing Number Account Number ACCount Type Amount
ABC 211470225 123456 1 1

DEF 211470225 1234567 BN 1

GHI 211470225 12345678 1 1

|

4

Cancel Continue
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3. Select the System Field and designate the column values

Upload Wizard X
File Set-up File Review
Mapping
‘What columns correspond to the system values?
Uploaded File Header Uploaded Flle Content Preview System Fleld Status
Name ABC Reclplent: ACH Name v ‘ © Ready
Routing Number 211470225 ‘ Reciplent: Routing Number S ‘ (=) Ready
Account Number 123456 ‘ Reciplent: Account Number AV ‘ & Ready
Account Type 1 Reciplent: ACcount Type N ‘ @ Ready
Amount 1 Reciplent: Amount N ‘ & Ready

Back cancel

4. All System Field options listed below

o/ --Do Mot Map--
RECIPIENT

Addendum
Amaount
ACHID
Display Mame

Emall
COMPANY/SUBSIDIARY

Account Mumber
ACH Header
Mame

Tax ID
ADDITIOMAL

SEC Code

Payment Type Code

. __________________________________________________________________________________________|
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5. Review the information and select Finish

Upload Wizard X
File Set-up File Review
Mapping

Review Selected File Mappings

Insert a decimal Into the Reciplent: Amount value? (e g. 2530 becomes 25 .89)

Uploaded Flle Header System Fleld
Yes
Mame Retiplent: ACH Mame
® Mo
Routing Number Reciplent: Routing Number wiould you like to save these file mapping Instructions?
No
Account Number Reciplent: Account Numbser
@ ves
Account Type Reclplent: Account Type Mapping Instruction Name
Testing Reciplent file
Amount Retiplent: Amount

Do you want this Flle Mapping to be Private or Shared?

Private

®) shared

Back Cancel Finish

File Mapping Saved

our file mapping has been saved as "Testing Reclplent file.” This mapping can be selected and reused In the
future.

would you llke to Continue to the ransaction screen, wusing this mapping and provided file?

The new Custom Mapping Type will be listed with the Saved File Mappings

Mapping Instruction Name Mapping Type

NACHA System Standard :
5-Column-CSV System Standard E
Testing Recipient file Custom :

. __________________________________________________________________________________________|
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Tax Payments
1. Select Cash Management — Tax Payment
2. Select Federal or the State from the dropdown menu

Tax Payments

State or Federal Authority

L, Select Authority

Federal

Mew Hampshire

Vermont

3. Select the desired tax form from the list presented
4. Complete all required fields on the selected form
5. Review the information for accuracy and select Draft or Approve

Drafted files will not process until they are Approved

Wire Transfers

If there is a Repetitive Wire Agreement on file, a Schedule A must be on file for all new Wire
Recipients. Submitting an online wire without a Schedule A on file may cause delays in
processing. Customers with Non-Repetitive Wire Agreements do not need Schedule A's on file.

Domestic Wires
1. Select Cash Management — Payments — Domestic Wire

Payments Hub

MAKE A PAYMENT

ACH Wire

ACH Batch Domestic Wire
ACH Collection International Wire
Payroll
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2. Complete the From Subsidiary, Process Date and select the Account to process from. Search for
the Recipient, add a New Recipient and enter the Amount for the wire.
3. Purpose of Wire is required

Domestic Wire change Type Upload From File

Origination Details

From Subsidiary Account
/| Use same Subsidiary for all wires /| Use same Account for all wires

Everyday Business Checking

Another Company
OORNTO36 490550

Process Date Recurrence

/| Use same Date for all wires
Set schedule

Process Date

07/31/2025 ‘

Wires (1) % Find recipients in payment :

+ Add multiple recipients

Wire Details

Reciplent/Account Amount

Tester Recipient
Checking 1234567590

‘ 5 1.00

Notify Show Details
Recipient

Purpose Of Wire @

OPTIONAL WIRE INFORMATION ~

1 wires

Add ancther wire

4. + Add another wire can be selected to submit up to 20 Wires with a single Draft/Approval
5. Review the information for accuracy and select Draft or Approve
Drafted wires will not process until they are Approved

. __________________________________________________________________________________________|
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International Wires
1. Select Cash Management — Payments — New Payment — International Wire
Payments Hub

MAKE A PAYMENT

ACH Wire
ACH Batch Domestic Wire
ACH Collection International Wire

Payroll

2. Complete the From Subsidiary, Process Date and select the Account to process from. Search
for the Recipient, add a New Recipient then enter the Currency type and Amount for the wire
3. Purpose of Wire is required

International Wire changs type Upload From File

Origination Detalls

From Subsidiary Account currency
+/| Use same subsidiary for all wires | Use same Account for all wires +/| Use same Currency for all wires

Everyday Business Checking
HHNOOTAI6 $553.50

BUSIMESS TEST PROFILE ‘

*rrETED

‘ CAD - Canadian dollar

Process Date
/| Use same Date for all wires

Recurrence

Set schedule
Process Date

081472025 ‘

Wires (1) L Find reciplents In payment

- Add multiple reciplents

Wire Detalls

RedlplentsAccount currency Enter amount In AmMount

L, Search by name or account. CAD - canadian dellar ‘ | caD ‘ 3 0.00

Purpose Of Wire &

4l

OPTIOMAL WIRE INFORMATION w

~ Add another wire

% (No USD Equivalent) cancel Draft Approve
1 wires

4. + Add another wire can be selected to submit up to 20 Wires with a single Draft/Approval
5. Review the information for accuracy and select Draft or Approve
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Wires — Upload From File

The System Standard (CSV) can be selected or a New Mapping can be created for a custom file from an
Excel, CSV or txt format

Domestic Wire

Domestic Wire changeyee upload From File

Domestic Wire Upload Guidelines

» Flle must be In .csv format and follow the specification

» Please note wire transactions are executed per thelr order In the file

= Flle columns represent the mandatory wire fields where each column header In the sample file represents the Fleld
Mame and tag number

= Flle must contain no more than 20 wire transactions to be executed

File Mapping Management X

SAVED FILE MAPPINGS

1 Result

Mapping Instruction Name Mapping Type

Domestic Wire System Fle System Standard | E |

Use
Save Redplents

view Spedfications

International Wire

International Wire change mype Upload From File

International Wire Upload Guidelines

» Flle must be In .csv format and follow the specification

» Please note wire transactions are executed per their order In the file

» Flle columns represent the mandatory wire fields where each column header In the sample file represents the Fleld
Mame and tag number

= Flle must contain no mare than 20 wire ransactions to be executed
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File Mapping Management X

SAVED FILE MAPPINGS

New Mapping L search

1 Result

Mapping Instruction Name Mapping Type

International Wire System Fle System Standard | E I

Use
5ave Reciplents

View Specifications

Templates
Templates can save you time when setting up payments made frequently

1. Select Cash Management — Payments — New Template and the desired Payment Type
Payments Hub

MAKE A PAYMENT

PAYMENT TEMPLATES

‘ New Template ‘ L Search templates
ACH Wire
ACH Batch Payment Domestic Wire
ACH Collection International Wire

Payroll

2. Designate a Template Name, select the SEC Code, From Subsidiary, Account then search the
dropdown Recipient list to Add Recipients, adding additional Recipients as needed and enter

the dollar Amount for each Recipient
Note: the amount may be left at $0.00 if the amount will differ for each file

SUMMER 2025 60



ONLINE BANKING COMMERCIAL SERVICES USER GUIDE

ACH Batch Payment cnange Type

Template Properties
Template Name Template Access Rights

2 of 2 user roles selected
Test Template

QOrigination Details

SEC Code = From Subsidiary Account
CCD - Cash Concentration and Disburse BUSINESS TEST PROFILE ‘ Everyday Business Checking
swsuvg700 00007036 $995.50
Recipients (1) Filters: Pre-Notes ~ Find recipients in payment :
+ Add multiple recipients
Reclplent/Account Amount
| ABC Company i ‘ $ ‘ 100 .
Checking 123456789 .
+ Add another recipient
51.00 Cancel Save
1 payments

3. Once all information has been entered and reviewed, select Save
4. ATemplate Saved message will appear then you can select Close or Pay to setup payments

X

Template Saved

Template save was successful.

Close Pay

5. The list of Payment Templates can be located under Cash Management — Payments — Payment

Templates
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Payments Hub

MAKE A PAYMENT

PAYMENT TEMPLATES

New Template 4, Search templates

2 Results Filters: m ACH Batch

MName Type Recipients Last Paid Date Last Paid Amount Actions
MM template ACH Batch (PFD) 2
Test Template ACH Batch (FPD) 2

. __________________________________________________________________________________________|
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Reports
Select Report from the menu options then Create New Report to setup new Information Reports

Account specific reports are available for Deposit Accounts only

{it Home
Reports
= Messages
Infarmation Reports
B Transactions P
2
B cashMmanagement ~
~ Search Create New Report
B services -
Results o chared Standard  SWIFT
_ I 5 rivate ar
@  Locations Flters —_—
current Day Previous Day(s)
[ul] Reports There are
ACH ACtiVity Report - Current Day User Defined Report - Previcus
H?‘ Help Dayls)
Balance and Activity Statement -
% settings . Current Day
G. Log Off Checks Pald Report - Current Day

User Defined Report - Current Day
Wire Transfer Repert - Current Day

Select Standard or SWIFT report menu

Standard | SWIFT

Current Day Previous Day(s)

Balance and Actvity Statement - Balance and ACthvity Statement -
Current Day Previous Dayis)

User Defined Report - Current Day Cash Position - Previous Day(s)

User Defined Report - Previous
Dayls)

. __________________________________________________________________________________________|
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The Report settings can be Private (report creator’s login only) or Shared (all Company Users)
Designate a unique name for the Report

Select the accounts to include in the Report

Select how often the Report should run

Select Create or Create and Run (will run the Report immediately)

Depending on the file size On Demand Reports may take a few minutes to load

All created Reports will be listed under Reports — Information Reports and can be selected for
Download

NouhkwnNpeE

New ACH Activity Report - Current Day

This report will generate the following file formats: PDF, C5V, BAI -~ Change report type

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

(@) shared

‘What do you want to name the report?

ACH Activity Report

what account(s) do you want to Include?
All Accounts
(4)

Select specific account(s)

How often do you want this report to run?

() on pemand
() Every Business Day

() Every Calendar Day

(®) weskly
() Monthly
Cancel Create and Run
Reports
Information Reports
~ search " Create New Report
Results Fllters: Private Shared
Name Last Run Download Type Actlons
ACH ACtivIty Report B8/5/2025 BAI | €SV | PDF  ACH Activity Report - Current Day
Balance Report B/5/2025 « Download SWIFT Balance and Activity Statement - Previous Day(s) :
Balance Report B/5/2025 n Progress SWIFT  Balance and Activity Statement - Previous Day(s) H
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