Online Banking

Commercial User’'s Guide
Version 2.6.2

© 2008 All rights reserved



Overview

Contents

© 2008 All rights reserved

In this material, we will cover the commercial online banking features. We
will show you how you can manage your own users for your business and
assign specific rights to those users. We will cover how you can create
recipients that represent people or businesses that you either will be
crediting or debiting. In addition to creating different payment templates,
we will also show you how you can import Balanced ACH files, Unbalanced
ACH files, and CSV formatted files. Domestic and international wires, tax
payments, managing subsidiaries and also availability to access Positive
Pay are also features of the online commercial banking.
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The new features of the
Commercial Online Banking
menu give you the ability to
add and manage new users
for your own business.

Under the “Preferences”
menu, choose “Manage
Users.”

From the drop-down box, YOU palp 1 2 11 U5ex v

will be able to choose to add
or remove users.

Managing Users

EJ Preferences

Account
Alertz
Security

User

Mlanage Uzers
Uzer Rightz
Mokile
Delivery

TTT T T ETAFO S TR AT T TR HE AT

Add a new user

Remove the selected user

Krk Yles
William Macey

Melissa Thompson

Manage Users

We are going to add a new ‘

user by choosing this option 23 e et 3 [ Sabmt

and clicking on “Submit.” —
Kirk Bliss kbliss@q2software. com
Willizm Macey kbliss@q2software. com
Melissa Thompson mthompson@qg2software. com
New User kbliss @q2software.com
Dev User sturguette @g2software.com
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The screen will now display
the page that allows you to
add a new “User” and assign
them a “Login ID” and

Managing Users-Adding a New User

Add User

“Password.” p——-
User Information

As you enter the information,
note the required fields are
notated by an asterisk

(*). Note the login ID and
password requirements on
the screen as well. Click
“Submit.”

This will return you to the
“Manage Users” screen.

Now, you can manage the
“rights” of that user by
choosing “User Rights” under
the “Preferences” menu.
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First Name *

Last Mame =

E-Mail *

Home Phone, *

Login Requirements

The login must meet these requirements:

* Mustbe atleast 1 characters

# Cannot be more than 50 characters

= May contain any of these 'special’
characters:” ~ @28%~&%])_+=00:2;7
<22, \

Submit

Login Information
Login *
Password =

Confirm Password *

Password Requirements
The password must meet these requirements:
# Mustbe atleast 5 characters
# Cannot be more than 15 characters
» Must contain at least one number
# Cannot be the same as the |ast 2 passwords

Help

Add User

User Information

First Mame = betty

Last Mame = boop

E-Mail = bboop@email.com

Home Phone, * | (555) 555-5555

The login must meet these requirements:

Must be at least 1 characters

Cannot be more than 50 characters

May contain any of these 'special’
characters: " nl @283 85 _+-=10:7;7
<2700\

Login Information
Login * bboop
Passward * —

Confirm Password * | geuuee

Password Requirements
The password must meet these reguirements:
* Mustbe atleast 5 characters
* Cannot be more than 15 characters
* Must contain at least one number
» Cannot be the same as the |ast 2 passwords

@ =

Manage Users
{

Add & new user | | Submit

Kirk Blizs kbliss@q2software. com
betty boop bboop @email.com

William Macey kbliss@q2software.com
Melissa Thompson mthompson@q2software. com
New User kbliss@q2software. com

Dev Uszer sturquette@q2software. com

EJ Preferences

Account
Alertz
Security

Uszer

Manage Users
User Rights
Kobile
Delivery




Managing Users-Setting User Rights

The “User Rights” is divided
into three different categories
for more detailed capabilities.

The top portion of the page
allows you to grant the user
rights to “Manage Rights for
all Users,” which is an
administrative role, “Access
All Templates,” and “Manage
Recipients,” which is

>

User Rights: Melissa Thompson
Modify your user, account, feature access, and recient entitiements using the farm provided belw,

User: betty boap v
User Rights
The user has rights to:

Manage Rights for al Users Access Al Templates || Manage Recipients

bookkeeping related.

The next portion of the page
allows you to define rights
and limits to your user by

Transaction Rights
iz section allows you to define rights and limits for each type of transaction for the selected user,

each transaction type.

You can also choose whether
or not your user can view
“Online Activity” for “All”

International Wire

Funds Transfer Al o §100,000.00
Change of Address Al e
Stop Payments al v
Wire Transfer Al +| |$10,000,000.00

<]
<]
[<]

.

« ” . ACH Payments $100,000.00
users, “User,” meaning only
H HEE : Chedk Reord v | v
their work initiated online, or S
“None.” EFTPS Al v $100,000.00
ACH Single Receipt Al e §100,000.00
Payrol Al v |$100,000,000.0
ACH Single Payment al v §100,000.00
= = = an . #1400 AAN AR

AL Callbinen

£100,000.00 =

$10,000,000.00
$100,000,000.0
£100,000.00

$100,000.00

£100,000.00
$100,000.00
$100,000,000.0

$100,000.00

#4A0 Ann AR
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Managing Users-Setting User Rights

The bottom portion of this

page allows you to define

. Account Rights

sgﬁfissélg hts per account for This section ;Iows you to define access rights for each account for the selected user,
TERROUSY 5Pt LTy ] L] L -
YONN0175 Spedial Checking [ 0 0
000258 Spedial Checking (] (] (]
YXXK0348 Special Cheding O O O
Y0370 Spedial Checking ] [] []
002131 Spedial Checking O O O
Y9603 Spedial Cheding [] [] []

From here, you can allow XX 5850 Spedial Checking [ 0 0

your user access to “View, XNXX7985 Spedial Checking ] u |

Deposit,” and/or “Withdraw” S - ; P

from your linked accounts. 0474 Reauar Checkna /1 T M

IMPORTANT NOTE:

For a user to be able to “Draft” a transaction, but not “Approve,” they must
be given the right to “Withdraw” from the account(s). If this is not checked
off, they will not be able to view any accounts to draft a payment from.
The limitation to insure the user is not initiating a transaction without dual
approval will fall under the “Draft, Approve,” or “Cancel” rights in the
second portion of this page.
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Now that you have

completely set up your new LoginID:  |bboop
user, they will be able to log assiord: |essees

in with the new login ID and
password that you issued to
them from the home page.

The user will be brought
through the steps of first-time
user upon entering that
information.

Step one asks that the user

accepts or declines the terms- Ithecept L

provided in regards to the
online banking agreement.

Step two, asks the user to

create their profile. - A

Step four asks them to
change their password to one

of their choice from the one -om peenond =

you issued them while setting
them up as a user.
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Managing Users-User Login

Laogin Help
O Forgot Password?
D First Time User?

Welcome First Time User
Before you can access your accounts onling, you must first spend some time creating your onling
profile, This is a simple process that takes three short steps to complete,

step One: Read and Accept Disclaimer

Step Two: Create Your Online Profile
Please update this online profile, as necessary, to ensure that we have accurate, up-to-date information.
This information is important to us providing you the highest level of customer service.

Profile | Browser Prefersnces

Online Profile Address & Phone Numbers

Title S5 = Street 1% 123 Main St.

First MName = betty Street 2

Middle Name City = Austin

Last Mame * boop State * Texas hd
Suffix Postal Code = 78759-

E-Mail = bboop@email.com Home Phaone. = (555) 555-5555 Ext,

Work Phone. = (449) 499-49H4 Ext.

Create Profile Help

MNOTE: Fields marked with an asterisk are reguired. This is only your online profile and does not resultin a
change of address to any account.

Step Three: Change Your Password
As a new user, you can change your online banking password using the fields below. Type in
your old password and your new password twice for confirmation,

Change Password password Requirements
‘Your password must meet these reguirements;
» Must be at lea
» Cannot bem

st 5 characters

re than 15

Mew Password * YIII] he same as the last 2

Confirm Password *,
sssses

Submit Password Change Help




This will bring your user to

Managing Users-User Login

the accounts overview screen
that all users will view upon

10900 1N i

Your user can now process
the transactions that you
have given him access to by
managing their rights under
the “Preferences” menu.

a Accounts

Overview
Higtory
Onling Activity

a Transactions

Funds Transfer
Bill Payment
Recurring

&) Commercial

Recipients
Single Payment
Single Recaipt
Payrol
Payments
Collections
Wire Tranzfer
International Wire:
Tax Payment
Posttive Pay

I

|

Account Overview You have 0 new messages

This page provides an overview of your accounts by account type., Click on the Account Name to view history for a

selected account,

Checking Accounts

Account AccountName  Updated Available Balance  Current Balance

Number

Y0870 Special Cheding B/22/2006 2:08 M $136.99 §13%6.99 \?:]

Y9500 Special Cheding B/22/2006 2:08 M $18,608.17 $18,608.17 \?:]
$18,745.16 $18,745.16

Savings Accounts

Account ot Name Updated Current Balance Vear-to-date

Number interest amount

0009393 Commercial B/22/2008 2:08PM §13,079.44 $34.44 \t]
$13,079.44 344

Time Deposit Accounts

Actount ot Name Updated Current Balance Vear-to-date

Number interest amount

¥ix1982 Education CD B/22/2006 2:08 M §111,950.62 §1,398.77 \?:]

Y0X7160 RA B/22/2006 2:08 M $2,661.27 $45.00 \?:]

511462189 4194377

Credit Card Accounts

IMPORTANT NOTE:

menu item.

Your users that you set up as an administrator will only be able to access and
view those transactions, accounts, templates and recipients that you grant them
while you are setting them up und “Preferences” and “User Rights.” To change

these at any time, you may do so by changing the rights granted under this
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Now we are going to
concentrate on how you will
be able to execute your
bookkeeping transactions
through the new online
banking solution.

Like your user you set up, ‘“"“”‘”9
once you have logged in you

will be brought to the
“Accounts Overview” page.

All of your

D Accounts

Overview
Higtory
Onling Activity

DTransactions

Funds Transfer
Bil Payment

EJ commercial

Recipients
Single Payment
Single Receipt
Payrall
Payments
Colections

\ifire Transfer
International Wire
Tax Payment
Positive Pay

Commercial Menu-Access to Templates

Account Overview You have 0 new messages

This page pravides an overview of your accounts by account type. Click on the Account Name to view history for a

selected account.

Checking Accounts

Account Account lame ~ Updated Available Balance  Current Balance

Number

XXXX0870 Spedial Chedking 8/22/2006 2:08 PM 5136.89 5136.89 \'t]

W008500  SpedalCheddng /222005 20PN $18,608.17 $18,608.17 Wy
£18,745.16 £18,745.16

Savings Accounts

Account Account Name  Updated Current Balance __ Vear-to-date

Number interest amount

#000(9393  Commerdil /222006 2:08PM §13,079.44 4.4 \t]
$13,079.44 $34.44

Time Deposit Accounts

Account Account Name  Updated Curvent Balance __ VEar-to-date

Number interest amount

XNKX 15982 Education CD 8222006 2:08PM $111,560.62 §1,898.77 \'t]

XXKX7160 IRA 8/22/2006 2:08PM §2,661.27 §45.00 \'t]

$114,621.89 $1,%43.717

Credit Card Accounts

EJ Commercial

templates/transactions will be - Recipients

accessed under the
“Commercial” menu that you
can see from the “Accounts
Overview” screen.

© 2008 All rights reserved

Single Payment
Single Receipt
Payroll

Payments
Collectionz

Wire Transfer
Internatienal Wire
Tax Payment
Positive Pay




Under the “Commercial”
menu, you will be able to
manage your “Recipients.”

“Recipients” are any person
either receiving a debit or
credit as the result of a
commercial transaction from
your online banking. For
instance, an employee who
gets their payroll, must first
be set up as a “Recipient.”

In order to set up, edit, or
remove “Recipients,” you will
choose “Recipients” from
under the “Commercial”
menu. This will bring up the
“Manage Recipients” screen.

You can choose your action

here from the drop-down box.

We are going to choose to
“Add a new Recipient.”
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Managing Recipients

Manage Recipients

This page lists recipients that you have created. Double-click on a recipient to review recipient details
and associated payment relationships, Te manage recipients, choose an action from the drop-down
bo, select a recipient if editing or deleting, and press 'Submit’,

Add a new recpient w| | Submit

Krystal Falls Krystals mthompson @g2software. com
Mercury Testing Tools HP kwbaustin@yahoo.com
Payless Shoe Source Fayless mthompson @g2software. com
Target Target mthompson @q2software. com
Walmart Wally World mthompson @g2software. com

Submit

Add a new redpient

Addanewredpient
Edit the selected recipient
Remove the selected recipient

Krystal Falls Krystals
Mercury Testing Tools HF

Payless Shoe Source Payless
Target Target
Wizlrmord Ay W el

10



The next page that is
presented is the “Add New
Recipient” page.

There is also an additional -D‘sp'a"'”amE" \

option that allows you to
create an “International
Recipient.”

You can choose to pay an
“Individual” or to pay a
“Company.”

Notice the change in fields
upon choosing an
“International Recipient.”

You can also opt to send e-
mail notifications to your
recipient when a payment or
collection has been

processed (the date that the
payment has been authorized to
leave the account, not the date that it
will hit the recipient’s account.)
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Adding a New Recipient

Add New Recipient
Complete and submit this form to create & new redpient. The 'Manage Payments' section below allows you to
create different payment templates for this recipient.

Recipient Information Manage Payments

Enter information for this recipient, This section lists the payments for this recipient, To manage
. payments, choose an action from the drop-down list, select a

Name l:l payment (if editing or deleting), and press 'Submit’.

| |Addanew payment v‘ [ Submit ]

D International Recipient

"~ @ Individual
O Compary

Street 1

state
Postal Code l:l

[send E-Mail Notifications

Submit Recipient

Note: Fields marked with 3 *are required fields that must be provided.

Add New Recipient

Complzte and submit this form to create a new recipient, The ‘Manage Payments' section below allows you to
create different payment templates for this recipient.

Recipient Information Manage Payments

Enter information for this recipient. This section lists the payments for this redpient. To manage

. payments, choose an action from the drop-down list, selecta
Name payment (if editing or deleting), and press ‘Submit’,

Displzy Mame = |Doe, John | ‘Addaneu\'payment v|[ Subrit

International Recipient

Address 1 l:l
Address 2 l:l
Address 3 l:l
EMai [ ]

T 5end E-Mail Notifications

Submit Recipient

11



In addition to adding the new
recipient, you can also add a
new payment for this
recipient from this screen as
well.

Under the “Manage
Payments” you can choose to
add, edit, or remove a
selected payment. We are
going to “Add a new
payment.”

Under the “Payment Type”
field, you will be able to
choose from a variety of
transactions.

In the next few screen shots,
we will look at all of the
different options and note the
similarity of all of the
templates.

We will choose an “ACH
Single Payment” first. You
will use this option when
making a one-time payment
to a recipient (i.e. a non-
recurring service.)

© 2008 All rights reserved

Adding a New Payment to Recipient

Add New Recipient

Complete and submit this form to create a new redipient. The Manage Ba
create different payment templates for this recipient,

waents' section below allows you to

Recipient Information anage Payments
Enter information for this redipient. This section lists the payments for this redpient. TO\nanage
payments, choose an action from the drop-down list\select a

Name * payment {if editing or deleting), and press 'Submit',

Display Mame = Add a new payment R Submit

Add a new payment
Edit the selected payment
Remove the selected payment /

Payment Type * ®1"dw'd“al
O company
Street 1 789 Easy 5t.

H

Street 2

Postal Code 78759

E-Mail jdoe@email, com

=

Add New Payment for Recipient John Doe
Complete and submit this form to setup a payment template for this recipient.

User Template Access
Select other users that can access this payment
template,

Payment Type

Amount

ACH Single Receipt
Memao/addendum  |Payrol
ACH Payments
ACH Callections
Wire Transfer
yment Templa re fransfer

existing template or create a new b
for this pay

Cluser, New

Existing Batch

Neweah [ ]
® single Payment l:l

Recipient Account Information

Enter the recpient account information in the fields
provided below,

O Use Existing Account @ Enter New Account

Account Type * Checking -
Routing Number * l:l

12



Choosing the “ACH Single
Payment” option allows you
to make a one-time payment
to a recipient.

You can also choose to give
access to other users from
this page.

The “Memo/Addendum” field
will be shown on the ACH file
in NACHA format.

Under “Payment Template,”
you will notice the option to
use an “Existing Batch” and
“New Batch” are not
available. For “ACH Single
Payment,” the template
automatically defaults to

Add New Payment for Recipient John Doe
Complete and submit this form to setup & payment template for th

fser Template Access
Select other users that can access this paymit

template,

Payment Information
ayment type and enter the payment

PaymentType | ACH SInIE Payme
ot [
Memo/Addendum

Chair Rental

D User, New

Payment Template
Select an existing template or create a new template
for this payment.,

Existing Batch
Mew Batch

() single Payment |Chair Rental |

Payment Template

Select an existing template or creste a new template
for this payment,

Existing Batch
New Batch

Select All | | Clear Al

(%) 5ingle Payment |Chair Rental

“Slngle Payment." - Recipient Account Information

Enter the recipient account information in the fields
provided below.

Q Use Existing Account @ Enter New Account

To Account * 321654937

You can choose “Use -Rccc-unﬂ'fpe“ Chedking v

Existing Account” or you can
“Enter New Account.” This
will give you flexibility in
making a payment to a
recipient’s account.

Adding ACH Single
Payment to Recipient

© 2008 All rights reserved

Routing Number * | RENVIIEE

NOTE: All required fields are notated with an asterisk (*).
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Now, let’s look at the same
type of payment from a
different perspective. You
can choose to receive a
single payment from a
recipient by choosing “ACH

Adding an ACH Receipt to a Recipient

Add New Payment for Recipient John Doe

. o Complete and submit this form to setup a payment template for this recipient.
“Commercial” menu. Information User Template Access

An “ACH Single Receipt” is a
one-time debit to a recipient’s
account.

This page requires you to fill
out all of the fields that are
marked with an asterisk.

Select the payment type and enter the payment Select other users that can access this payment

amaount, template.
Payment Type | ACH Single Receipt Vl
Amount | £20.00 |
Memo /Addendum
Chair Rental | DCluser, New
Payment Template
Select an existing template or create a new template
for this payment.
Exjsa i
Mew Batch | \\ |
(® single Payment |Chair Rental \ | Select Al

Payor Account Information
Enter the payor account information in the fields

provided below,

O Use Existing Account @ Enter New Account

From Account * 321654987 / |
Account Type * |Checking /l Vl

Routing Mumber *

IMPORTANT NOTE:
Under both “ACH Single Payment”
and “ACH Single Receipt” the option
to create a recurring transaction is
located in an expandable section at
the bottom of each screen.

—

This information is the recipient’s account
that the payment is coming from.

© 2008 All rights reserved

Enter Payment Frequency ( A )

Choose the frequency thak vou wish to assaciate with this payment. If you choose ta draft a
recurring payment, you will be required to Fill in the appropriate fields below,

@ One-Time O Recurring

L]
L]

Continue Help

MOTE: Fields marked with an asterisk are required. If no recpient is selected from the drop-down, redipient
information may be entered manually, but will not be saved for later reuse.

14



The next payment template
that we are going to look at is
“Payroll.” This template
allows you to create a payroll
for your employees.

Note that you can use an
existing payroll batch, or
create a new one.

The “Recipient Employee
Information” is optional and
allows you to enter
“Department” and “Employee
ID” information for your

Adding a Payroll to a Recipient

Payment Information

Select the payment type and enter the payment
amount,

User Template Access

Select other users that can access this payment
template,

Payment Type | Payrall v|
Total Amount ~ [$300.00 |
Memo/Addendum

Payrall 15th |
Payment Template

Select an existing template or create a new template
for this payment.

@'Exisﬁng Batch | payless employees v|

O New Batch | |

Single Payment | |

Primary Account Information

Enter the recipient primary account information in e
fields provided below.

records.

The unique capability of this
template allows you to split
the payment of your
employees to up to three
different accounts.

© 2008 All rights reserved

QOuse Existing Account ® Enter New Account\

To Account * |????????

Account Type * | Chedking

Routing Mumber * 114000093

Split A Information

Enter the amount and account information for the first
payroll split in the fields provided below.

[VlEnable Spit A |$100.00 |

'O'Use Existing Account '@' Enter New Account

Account Mumber *

444444444 |

Account Type * | Checking v|

Routing Number * |114000093

g

D User, New

ecipient Employee Information

Enter the recipient employee information in the fields
provided below,

Department  Corporate Fadlites

Split B Information

Enter the amount and account information for the
second payroll split in the fields provided below.

VlEnable SpitB  |$100.00 |

'O' |se Existing Account @ Enter New Account

Account Number *

555555555 |

Account Type * | Checking v|

Routing Mumber * | 114000033

15




The “ACH Payments” is a
batch of ACH payments to
several recipients’ accounts
and one withdrawal from your
account.

To add a recipient to an
“ACH Payments” template,

Adding ACH Payments to a Recipient

Add New Payment for Recipient John Doe

Complete and submit this form to setup a payment template for this redpient,

Payment Information

elect the payment type and enter the payment
you will choose this option in nt.

the drop-down box.

Here you can choose to use
an “Existing Batch” or create
a “New Batch.”

All required fields will be
marked by an asterisk.

© 2008 All rights reserved

User Template Access

Select other users that can access this payment
template.

Payment Type | ACH Payments vl

Amount 1£300.00 |

Memo/Addendum

|Mnnﬂ1l\; Service Check |

Payment Template

Select an existing template or create a new template
for this payment.

Existing Batch | batch vl

O New Batch | |

Single Payment | |

Recipient Account Information

Enter the redipient account information in the figlds
provided below,

O Ise Existing Account @ Enter Mew Account

ToAccount*  |777FITTT |

Account Type * | Checking vl

Routing Mumber * 114000093

D User, New

Select Al

16




The “ACH Collections”
template allows you to make
several debits against
recipients’ accounts and one
deposit into yours.

Here you can choose and
“Existing Batch” or create a
“New Batch.”

The “Payor Account
Information” is the recipient’'s
account that will be debited.

© 2008 All rights reserved

Adding ACH Collections to a Recipient

Add New Payment for Recipient John Doe

Payment Information
Select the payment type and enter the payment

Complete and submit this form to setup a payment template for this recipient.

User Template Access

Select other users that can access this payment

Select an existing template or create a new template
for this payment.

(® Existing Batch | collection batch v|

O New Batch | |

Single Payment | |

Payor Account Information

hter the payor account information in the fields
provided below.

O UUse Existing Account @' Enter New Account

From Account * (77777777 |

Account Type * | Checking v|

Routing Mumber * | 114000093

amount, template,
Payment Type | ACH Collections V|

Amount 1$300.00 |

Memo /Addendum

Monthly Service Check | [luser, New
Payment Template

Select Al Clear All

17




After completing the
information on the template
of your choice, you will hit the
“Submit” button at the bottom
of the screen. The page you
will be presented with will be
the “Edit Recipient” page
shown here.

Here you will be able to view
all of the payment templates
that have been attached to /

the recipient.

To submit a transaction to be
processed, you will choose
the desired payment under
the “Commercial” menu.

For this example we will
choose an “ACH Collections”
batch. You will choose the
desired batch from the drop-
down box.

Submitting a Template to Process

Edit Recipient - John Doe

Recipient Information
Enter information for this recipient.

MName =

Complete and submit this form to create a new recipient, The 'Manage Payments' section below allows you to
create different payment templates for this redpient.

Manage Payments

This section lists the payments for this recipient. To manage
payments, choose an action from the drop-down list, select a
payment (i editing or deleting), and press 'Submit',

Display Mame *  |Doe, John

v Submit

Add a new payment

collection batch

$ 3.3.ﬁb\

Payment Type =

Street 2

State
Postal Code

[#] Send E-Mail Notifications

Submit Recipient

EJ Ccommercial

Recipients

Single Payment
Single Receipt
Payroll

Payments
Collections

Wire Transfer
International Wire
Tax Payment
Positive Pay

Multiple ACH Receipts

This page allows you to quickly and easily make multiple ACH Receipts (debits) to an existing template in the
system,

Select or Import Batch
Select an existing batch collection template from

Payment Information
Enter the payment information for this collection

© 2008 All rights reserved

the drop-down Ii;t or browse to import a NACHA- request,
formatted collections file. PayTo Q2 Qualty 3
hBatch |c0||ecﬁon batch v| To Account *
fport | H Bowse. | Effctive Date * 8/20/2008 7
ACH Format PPD oo

Enter Payment Frequency ¥
O Doe, John |53DD.DU | |M0nﬁ1ly Service C| Checking 1140
[] Payless Shoe Source |524. 50 | |memo addendum | 123456788 Checking 123
O O Target |515.DD | |mem0 addemdum| 222222222 Chedking 777

18



You can also expand the
area below to make this a

Submitting a Template to Process

recurring transaction.

You must choose the
recipients that you would like

to be affected by this

transaction, or you can
choose “Select All” at the

You can also choose to notify
the recipients on by e-mail on

bottom of the screen.
the date this transaction is

processed.

Click on “Continue” to move
forward with the processing

of this transaction. -

Enter Payment Frequency ( H )
Choose the frequency that you wish to associate with this payment, If you choose to draft a
recurring payment, you will be required to fill in the appropriate Figlds belaw,
O Cne-Time @ Recurring
Frequency: Manithly Payment - (@ Tritiate the payment every manth
Recur By! Days of the Week v O Initiate the payment every month(s)
onthe [Jist [Jend Clard Clath CLast Start Date: oj19j2008 7
Monday | of the manth )Mo end date
End after: payments
OEnd on: v
[0 Doe, John £2.00 Monthly Service C| 77 Checking 114¢
[] Payless Shoe Source £24,50 memo addendum | 123458789 Checking 1234
[0 Target §15.00 memo addemdum | 222222222 Cheddng 777
4 13
Select all Clear All Continue Help
NOTE: Fields marked with an asterisk are reguired,

IMPORTANT NOTE:

The “Effective Date” is the date that
the transaction will hit the recipient’s
account. There must be at least a
two day window for all ACH
transactions to be processed for the
“Effective Date” to be achieved.

Multiple ACH Receipts

This page allows you to quickly and easily make multiple ACH Receipts (debits) to an existing template in the

system.

select or Import Batch
Select an existing batch collection template from

Payment Information
Enter the payment information for this collection

© 2008 All rights reserved

the drop-down list or browse to import a NACHA- request,
formatted collections file,

Pay To Q2 Quality b
Batch i =

d collection batd ¥ 1o Account * T 3

Import ) .

EffectiveDate * |g/30/2008 v

A
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Submitting a Template to Process

The next page that you will
be presented with is the
“Submit Transaction” page.

This will give you details of

your transaction. ‘

You will be able to view all of

the details of the transaction ‘
that you are submitting to be
processed.

Submit Transaction

The details of your transaction are displayed below. Select the desired action from the buttons displayed
at the bottom of this page. If you are unsure of your options, select HELP for a complete description of

each.

Tracking Number:
Drafted By:
Create Date:
Status:

Process Date:

To Account Number:
Total Payments:
Total Amount:
Description:
Effective Date:
ACH Header:

ACH Class Code:

Recipient Doe, John -
Amount:

Account Number:
Account Type:
Routing Number:
Addenda:

Recipient Payless Shoe Source

11067

William Macey
9/19/2008 10:26:37 AM
Drafted

9/22/2008

XXXX9393

3

£41.50

ACH Collections
9/23/2008 12:00:00 AM
Q2 Quality

PPD

52.00

Chedking
114000093
Monthly Service Check

In order for this transaction to
be approved and sent for
processing you must choose
“Approve” at the bottom of
the screen. Choosing “Draft”
will leave the transaction in a

pending state until you come —
back and “Approve” it for — |

Amount: §24.50
Account Number: 123456789
Recipient Payless Shoe Source -
Amount: $24.50
Account Number: 123456739
Account Type: Checking
Routing Number: 123456750
Addenda: memo addendum

Recipient Target -
Amount:

Account Number:
Account Type:
Routing Number:
Addenda:

Send Mobile Authorization Alerts

~

[ make snather payment

Draft

£15.00
222222222
Checking

memo addemdum

Cancel Help

processing. To cancel the
transaction completely, you
can choose “Cancel.”

© 2008 All rights reserved

processing

TERMS REVIEW:

Approve = transactions sent to the financial institution
and are scheduled to process
Draft = transactions submitted but not authorized for

Cancel = if the transaction has not been processed this
is a request to cancel it
Help = online Help descriptions, definitions etc.
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Submitting a Template to Process

You will also be able to send
this transaction for approval if
necessary. Thisis an
important feature for your
users that you would like to

grant “Draft” rights, but need m—pf

an authorized user to
“Approve.”

Notice that there are several
contact options for the
“Eligible Approver” to give
you more flexibility.

You can also have an e-mail
notification sent to the user
that “Drafted” the transaction
upon the approval.

Send Mobile Authorization Alerts

3

This is a list of eligible approvers for this transaction, These people have necessary rights to approve
this transaction and have enrolled to receive mobile authorization requests, You may select more than
one contact, but only the first to authorize the payment will succeed, E-mail requests are for
notification onky and will require the approver bo logan bo approve the transaction,

= Eligible Approver : Kirk Bliss {5 Notification Targets)

[ (512) % - 2029 % 12:00 &AM
[ swxeblss@iiimal com

O (&78) wut - 2962 % 12:00 AM
(] {512y men - 3438 $ 12:00 &M

[ sviss@yatware com
# Eligible Approver : Melissa Thompson (3 Motification Targets)

end confirmation upon appraval of this transaction to:

E-mail
Approve Draft Cancel Help
[make anather payment

If you are an “Eligible
Approver” you will be taken
directly to the “Online
Activity” page upon your
choosing the “Approve”
button on the “Submit
Transaction” page.

The “Online Activity” page
contains all the transactions
that you have submitted
online. This page can also
be used to “Approve” or
“Cancel” any pending
transactions.

My Personal Home Page | Open an Account

Online Activity
This page contains transactions that you have submitted online, This page is also used to approve or cancel any
pending transactions. Transactions may be grouped to help you more easily locate them.

= The status of transaction #11067 is: Drafted

Status w

Group By:

Search Options

Search: | Transaction Status w| Status: | Active ~
= Status: Drafted =
Tracking ID Type Amount  Details Cre
‘ﬁz‘l 11067 ACH Collections % 41.50 3 collections 09y
External Transfer % 23.00 Checking 07
Payroll o7
Funds Transfer $ 25.00 Regular Checking 06,2
Funds Tran $ 34.00 Regular Checking 06/Z2
Stop Payments $1 Pay ee 05/2
Stop Payments k3 05/z
stop Payments 05/Z
ACH Single Receipt 05/2
05/C
04/

© 2008 All rights reserved
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Transactions may be
grouped to help you locate a

. : earch:
specific transaction more ﬁ

easily.

There is also a quick action
feature built into the “Online
Activity” page for your
convenience. You can
view, approve, or cancel a
transaction straight from this

page.

© 2008 All rights reserved

Online Activity Page

[Online Activity

This page contains transactions that you have submitted online. This page is also used to approve or cancel any
pending transactions. Transactions may be grouped to help you more easily locate them,

»

vl J%t‘-'S: | Active

vH Search |

Search Options

pending transactions. Transactions may be grouped to help you mare easily locate them.

Group By:

[ Transaction
Transaction Type
Date Created
Account

User

Wy 110Amount

W 110 Dt.atawls

Wy 11

| Status: [active

vH Search |

Krystals 09/z

eceipt § 14.00
$30.00 IRS3 05/1
ECons $41.50 3 collections 09/1

Online Activity

his page contains transactions that you have submitted online. This page is also used to approve or cancel any
o transactions, Transactions may be grouped to help you more easily locate them.

Draﬁ:ed

>

: FavrEnE Authorized =
Wy 11085 ACH Single Receipt Ef'o'lc:slfedd 0%/z
Wy 11069 EFTPS Other 09/1
Wy 11067 ACH Collections A1 FT5u—3 CoTETons 09/1
) Status: Drafted &
Tracking ID ™ | Type Amount | Details Crei
11067 ACH Collections §41.50 3 collections 09/1
ACH Collections - 11067 4| Transfer §23.00 B of A Checking 07/
View Transaction §75.00 Payless 07/1
Approve Transaction Fransfer $25.00 Regular Checking 06/3
Cancel Transaction Fransfer $34.00 Regular Checking 06/
\}] 10400 Stop Payments §12.00 Payee:payee 05/2
\t] 10399 Stop Payments §32.00 Payee: 05/z
\t] 10398 Stop Payments $0.00 Payee: 05/27
\}] 10352 ACH Single Receipt §14.00 Krystals 05/2
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In addition to creating your
own batch, you can also
import a file to be processed
if it has already been created.

To begin the process, you will
navigate to the template
function that you wish to
import a file for and then
select the “Browse” button.

This is where you will be
presented a new screen with
the ability to select the file
from the appropriate directory
to import.

The system allows you to
import Balanced ACH files,
Unbalanced ACH files, and
CSV formatted files.

Importing Formatted
Files for Processing

© 2008 All rights reserved

Payroll

imported payroll files.

Select or Import Batch

Select an existing batch payroll template from the
drop-down list or browse to import a NACHA-
formatted payrall file.

Batch | Select a Template Here v|

Impart | H Browse... ]

Payment Frequency

This page allows you to quickly and easily make batch payroll payments (credits) based on created templates or

Payment Information

Enter the payment information for this payroll
reguest,

Pay From [Q2 Quality |
From Account * | xxxx4774 : §203.81 |

Effective Date * | g/20/2008 -

<«

Employee ID  Total Amount Addend

a
@

Lookin: [ ACHCSV FILES s e EBEerE
. %) Scolum 1. txt
l_mb" ks 2] scolum with errors. tet
My Recent  |EE)LTS_10331NBV csv
Dot | s covrae S

— 7
o (3 -
R ited templates or
Overvi Deskiop
History]
Oniine: tthis payroll

My Documents —
a Tr_ Company vl
Funds e (853,007 v |
Bill Pa: b e
Recurr) My Computer b |
a Co i v
e

PR My Netwok e name: [resTivG csv LR B Open |

Single Places
Single Files of type | A1 Files ) = Cancel
Payments

For CSV formatted file imports, there are two options.
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Option 1: CSV import to T

update template amounts. B Lookin: [ 55 ACHCSV FILES =l - @
E\’::r: D:;;:mp eesar
o] s st
ST My Documents

Atter selecting the file, you < e —

will need to select the funding o [ S =

account, a valid payment e | = o

date, and a Company ID for i

ACH Origination.

Ba N kYour Way ice, and Mobile

Choose Offset Account, Tax ID, and Effective Date
Default Requested

E3 Accounts

Overview B
Histary Accourt * | #wex0098 : $4,157.54 =
Online Activity Pay from * | wilson Halding Comparey v
Statements

Effective Date® |9(11/2008 3

E3 Transactions

Funds Transter
Bill Paryimerit Default Reguested
Recurring

Note — the user will select funding account. The
The last step in the process accounts in the list are based on specific users’
allows you to route the account entitlement. ||
batch/template for approval

and complete the origination

of the ACH batch.

NOTE: This screen allows
you to Approve, Draft, or
Cancel this transaction. To
submit this for processing,
you must choose Approve.

E3 Accounts
Cwerview
History

online Activity
Statements

E3 Transactions

Funds Transfer
Bill Payment
Recurring

ES commercial

Recipisrts

Single Payment
Single Receipt
Payroll

Payments
Collections

Wire Transfer
Interniational Wire
Tax Payment
Pasitive Pay
Remote Deposit Capture
Finance 360

El Sservices
Messages
Address Change
Stop Payment
Check Reorder

Submit Transaction

The details of your transaction are displayed below. Select the desired action from the buttons displayed
at the bottom of this page. If wou are unsure of your options, select HELP for a complete description of

sach,
Tracking Number:
Drafted By:

Create Date: 9/10/2008 3:06:00 P
Status: Drafted

Process Date: 9j11/2008
Originating Account Number: RANHOOSS

Total Payments: 3

Total Amount: $4,096.17
Description: Payroll

Effective Date:
ACH Header:

G‘“ﬂ umber:

Importing a CSV
Formatted File

© 2008 All rights reserved

EJ Preferences
Account

Alerts

Security
Subsidiaties

ACH Class Code: FFD
Recipient Kevin Smith
Amount: $931.52
Account Number: 2312310
Account Type: Checking
Routing Number: 314961301
Recipient Susan Wilson
Amount: 42,151.33
Account Number: 3641245
Account Type: Checking
Routing Number: 114904131
Recipient Ian Johnson
Amount: $1,013.32
Account Number: 3621451
Account Type: Checking
314970664
Send Mobile Authorization Alerts ¥
Draft ] Help

[Cmake another payment

11052
April Curnmings

9/12/2008 12:00:00 AM
wilson Holding ©
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The critical components for
processing the CSV import
are first — having a template
in which the names match
the names in the input file.

The CSV file has the same
recipients as noted above.

The screen shot seen here
shows the actual import file

© 2008 All rights reserved

Importing a CSV Formatted File

Bankyour way -
I

| B3 Accounts ‘ Payrall
Qverview imported payrall Fles.
Hl=ty Select or Import Batch
Onling Activity Selert an existing batch payroll template from the
Statemerts drop-down list o browse b import & NACHA-
T formatted payrall file,
| ETransactions | Batch [magulr Payrol ~|
Funds Transfer Impart | |[ Browse... ]
Bill Paymert
Recurring

Enter Payment Frequency

EJ commercial |
|ttt

/oice, and Mobile

This page allows you ko quickly and easily make batch payroll payments (credits) based on created templates or

Payment Information
Enter the payment infarmation For this payrol
request,

Pay From WWilson Holding Compary |+
From Account * | wyweings : §4,157.54 v

Effertive Date " [3/11/2008 ~

ire Transter
Inkernationsl e

Texx Payment

Positive Pay

Remete Depost Capture
Finance 360

| £ Services

= Pay Hotify llame D Total Amount
Recipierts

Sy OO [ 1anJehnson m 8033 |$0.00

Single Recsipt [1 [ KevinSmith Marksting 012 $0.00

Payroll [0 [0 Ssusan wikon Accounting 041 [$0.00
Payments =S
Collections

I TESTING CS¥ FILE - Notepad
File Edit Format Wiew Help

Ian Johnson, 1013.32
Kevin smith, 931.52
susan wilson, 2151.33
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Option 2 — Importing a CSV
formatted file to create an
ACH batch.

This option allows you to
import a complete ACH
payment from a CSV file
format.

The steps to import are very
similar to importing a CSV file
to update amounts with one
critical exception — no batch
is needed.

In this file import method —
you are creating an ACH
batch directly from the CSV
file (not updating amounts).

In the following screen shots,
we will walk you through how
to import a CSV file using the
“Collections” (i.e. debits) as
the example.

Similar to a CSV amount
update, you will select the file
to import by clicking the
“Browse” button.

© 2008 All rights reserved

Importing a CSV Formatted File

The CSV file format is as follows:

Name, routing transit number, account number, account type,
amount

Here is an example of an import file:

Kevin Smith,114904131,8838333,1,2
Susan Wilson,114904131,83383227,1,2
lan Johnson,114904131,477483833,1,2
Jamie Balouvic,114904131,33382820,1,2
Cater Johnson,114904131,338311000,1,2
Ryan Healy,114904131,909291123,1,5
Jake Sorrels,114904131,33322222,2,2
Cindy Martin,114904131,44447373,1,2
Jenna Wilson,114904131,222283833,1,2
Greg Erickson,114904131,29922033,1,0

Ice, and Vioblle

Bank your way
R

Multiple ACH Receipts

This page allows you to quicly and easily make multiple ACH Receipts (debits) to an existing template in the
Overview system,

snccounls

History Select or Import Batch Payment Information
Online Activity Select an existing batch collection template from Enter the payment information for this collection
the drop-down list or browse to import a NACHA- request,

5 i formatted collections file, P
d fransacings PayTo | Wilson Holding Company |

e P, ; ™
AT 7% || SelediaToplatetioe ¥ ToAccont® [ Dighursement : (53,0017 |
Bill Pay.ment Import I Browse... Effective Date QIIDIZODS—M

Re
ACH Format @en Ocoo

k&4 Commercial
Enter Payment Frequency

Recipients
Single Payment

Single Receipt
Payroll
Payments
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Here, you select the file to
import.

After selecting the file, you
will need to select the funding
account, a valid payment
date, and a Company ID for
ACH Origination.

Account * | HHXN0099 ¢ §4,157.54 v ‘

© 2008 All rights reserved

Importing a CSV Formatted File

Personal Banking | Business Banking  Lending  What's New?

Look in: [ 5 ACH CSV FILES | + & ek E-

o [Z] Scolum1.bxt
Lb [Z] scolum with errors. txt
My Recent (=h} tchupdate.csv
Overview
o Rt "] ACHBATCHUPDATES2. bt
= ryAm ) @ 441 TS _1033 1BV  csv
i - 1] TESTING CSV FILE. bt
Deskiop
I EJ Transactions|
Funds Transfer i
Bill Payment L
gt My Documents
E3 commercial
Recipients My Computer
Single Payment =
Single Receipt ‘e
Payroll
Eu— My Netwok  File name: [TESTING CSV FILEba =] Open
Places
EcScchmy Files of type: [Ai Files ) =l Cancel
Wire Transfer A

International Wire
Tax Payment
Postive Pay

Personal Banking

Business Banking

Ba nkYour VUTE= \VARGHIABNR cc -l cbile

E Accounts Choose Offset Account, Tax ID, and Effective Date

Default Requested
Overview

Statements

ES Transactions

Funds Transfer
Bill Payment Pefault Reguested
Recurring

£ commercial

Recipierts
Single Paymert
Single Receipt
Payrall
Payments
Collections

Effective Date™ |9J'1 1f2003 3 ‘

-— Continue | -Help
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Importing a CSV Formatted File

EJ Accounts Submit Transaction
The details of your transaction are displayed below, Select the desired action fram the buttons displayed
Overview at the bottom of this page. If you are unsure of your options, select HELP for a complete description of
Histary each. N N
. " o Tracking Number: 11053
The last step in the process Srine Actity Drafted By: R a—
allows you to route the Create bate: B/10/2008 4:56:23 PHT
EJ Transactions atus: Drafted
batch/template for approval Process Date: 2/11/z008
= R Funds Transter Originating Account Nurmber: XXKXO099
and complete the origination Bl Payment Tatal Payments: 10
. Recurring Total Amount: $1,964.01
of the ACH collections batch. Description: Fayral
E3 commercial Effective Date: 9f12/2008 12:00:00 AM
Recipients ACH Header: “Wilson Holding <
Single Payment ACH Class Code: CCh
Sinole Receipt
Feyral Recipient Kevin Smith
. Amount: $200.01
Callections Account Number: 2604387
Wire Transfer fccount Type: hecking
) Routing Number: 114904131
International Wire
Taxfaymem Recipient Susan Wilson
Positive Pay Amount: 200
Remote Deposit Capture Account Number: 2604357
Finance 360 Account Type: Checking
Routing Number: 114904131
E3 services
Messanes Recipient Ian Johnson
Address Change Amount: $2z2.00
Stop Payment Account Number: 2E04387
Check Rearder Account Type: Checking
Other Services Routing Number: 114904151
E3Preferences Recipient Jamie Balouvic
Amount: $21.00
Account Account Number: 1
R Account Type: Zhecking
S Routing Number: 114904131
Subsidiaries

Note — you cannot modify
any components within the
import file — but he or she
is allowed to see each of

I TESTING €SV FILE Free Form - Notepad
File= Edit Format WYiew Help

Kewin smith,114904131, 2604387,1, 200.01
Susan wilson,114504131, 2604387,1, 23

the transactions and to Tan Johnson,l14904131,2604387,1,222
Jamie Balouwic,114904131,1,1, 21

Completely Ve”fy the Cater Johnson,l114904131,2604387,1, 242

import. Ryan Healy,114904131, 2604387,1, 500
Jake sorrels,114%904131, 2604387, 2,200
Cindy Martin, 114904131, 26043587,1, 211
Jenna wilson,114%04131, 2604387,1,222
Greg Erickson,114%04131, 2604387,1,123

© 2008 All rights reserved



Importing an Unbalanced ACH File
The process to import
Unbalanced ACH files are as
follows:

TotalAccess

@ Software

Personal Banking Business Banking

In this step, you will select a Bank Your A4z ) WOHlinSASice, and Mobile
file to import from a local

. payroll
d | reCtOry L This page allows you to quickly and easily make batch payroll payments (credits) based on created templates or
Qverview imported payroll fies.
History

Select or Import Batch Payment Information
Online Activity Select an existing batch payroll template from the Enter the payment information for this payrol
drop-down list or browse to impart @ NACHA- reguest.
farmateed payrol . Poy From
Bill Payment Imy
Recurring Lookin: [ 3 ACH Fies July 2008 ~ o« =5 BE-
Es E [Z) BB Unbalanced ACH Test File. bxt
Recipients P My Recent
Single Payment — Documents

i Smgrl:?eeewut @
After attaching the selected e Do

Collections

file, you will select to continue e Trarster

Tax Payment

to the next step. Postie Py

Remote Depost Capture

My Documertts

Business Reporting

e

Wessages "
Address Change

N Netuode EiL I 1 Ia? |

TotalAccess ‘ I

ebanking Personal Banking. Business Banking

This is where you will be Ban k Your V4= ) WGHTRENG ce; and Mobile

presented a new screen with | I |
the ability to select an Choose Offsat Account

Please select the correct account that is contained in the file you are attempting to import
account from a drop down overview - 7
box.

You must the proper rights to the account referenced in the ACH import file

Funds Transfer
Bill Payment
Recurring

Recipients
Single Payment
Single Receipt
Payrol
Payments
Collections
Wire Transfer

© 2008 All rights reserved



This is the final step in the
process. Here the you will be
able to approve the
transaction, draft or route
mobile authorizations as
needed to approvers within
the company.

“Approve, Draft, Cancel,” or
“Send Mobile Authorizations”
here.

© 2008 All rights reserved

Importing an Unbalanced ACH File

HOME | ABOUTUS | LOCATIONS | CONTACT US

TotalAccess ‘ o

e-banking Personal Banking Business Banking

Bankyour Way AlineN/oice and Mobile

Submit Transaction
The details of your transaction are displayed below. Select the desired action from the buttons displayed

Overview at the bottom of this page. If you are unsure of your options, select HELP for a complete description of
History each
Online Activity Tracking Number: 10552
Drafted By: Joe Cody
Create Date: 6/23/2008 9:40:40 AM
Status: Drafted
FITER = Process Date: 8/3/2008
Bil Payment Originating Account Number: XXXH0175
Recurring Total Payments: 5
Total Amount: §274.27
Deseripton: restrans
Recipients. Effective Date: 8/12/2008 12:00:00 AM
Single Payment ACH Header: ABC Corp
Single Receipt ACH Class Code: PPD
Payroll
Tme Redipient BLUM, BASIL
T Amount: §25.23
Account Mumber: 111030634
Wire Transfer i
Tax Payment Account Type: Cheddng
Routing Number: 307070267

Positive Pay

Eoas e e Recipient SANDOVAL, LTSA
Business Reporting

Amount: §16.44
N Account Number: 2220575498
Account Type: Chedking
Messzages Routing Number: 102000076
Address Change
Stop Payment Recipient WILCOX, BABS
Check Reorder Amount: §101.25
Other Services. Account Humber: 3330402365105
Account Type: Chedking
Routing lumber: 507070005
Account o
Alrts Recipient DEANE, GERRY
Amount: §19.43
Security Account Number: 444675597688
=T Account Type: Checking
Wanage Users Routing Number: 102000021
User Rights
Bill Payment Recipient BRAND, GEORGE
Mobile Amount: $111.92
Delivery Account Number: 5552815389
Account Type: Checking
Routing Number: 107006347
Sign OFF
Send Mobile Authorization Alerts ¥
[ Approve ||  oraft || cancal || Help
[ make anather payment
Privacy Notice | CopyRight Notice and Disclosures ©2007 TotalAccess
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In addition to the payment
templates available for you,
you can also choose to send
a “Wire Transfer” or an
“International Wire” from your
online banking site.

You will choose the “Wire
Transfer” option under the
“Commercial” menu to send
domestic wire.

This form allows you to
choose a recipient that you
have attached to a wire
payment, or to “Free Form” a
recipient without having to
create a recipient profile.

You will fill out the form just
as you would a form at your
financial institution. The
“Beneficiary Information” is
the information of the
recipient of the wire.

The “Beneficiary Financial
Institution” is the recipient of
the wire’s account
information at the receiving
financial institution.

© 2008 All rights reserved

Initiating a Domestic Wire

EJ Commercial

Recipientz

Single Payment
Single Receipt
Payroll

Payments
Collectionz

Wire Transfer
Internatienal Wire
Tax Payment
Positive Pay

Wire Transfer

system,

Recipient
Select a recipient from your list.

Redipient | (N Recipient)

BeneficiarMercury Testing Tools - 17,77
ter or molWalmart - Wire with No Address

Mame *

Street 1%

Street 2

City *

State * Texas
Postal Code *

E-Mail

[T send £-Mail Notification

This page allows you to quickly and easily make a single Wire Transfer payment (credit) to an existing recipient in the

Payment Information
Enter the payment information for this recipient.

Pay From Q2 Quality w
From Account = | vxxx4774 : §203.81 v
Payment Date * | 9/19/2008 v
Amount * £0.00

v Description

Message to Benefidary

Bencficiary Information
Enter or madify the beneficiary information.

Mame *

Street1*

Street 2

City =

State = Texas
Postal Code =

E-Mail

[ send E-Mail Motification

Bencficiary Financial Institution
Enter the beneficiary account information.

To Account *
ccountType = [ Checking

Routing Number *

MName

Street 1

Street 2

City

State Texas

Postal Code

Enter Payment Frequency

Payment Information
Enter the payment information for this redpient.

Pay From Q2 Quality hal
From Account ® [k 4774 © $203.81 >
Payment Date ® | 9/12/2008 ~
Amount = €0.00

- Description

Message to Benefidary

Intermediary Financial Institution
If anintermediary finandal institution will be used
for this payment, enter the information below.

[Juse Intermediary Institution

If an “Intermediary Financial
Institution” is used for payment,
— .- complete this section - not required.

Use Intermediary Institution -
L Check this box.
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You will choose the
“International Wire” option
under the “Commercial”
menu to send an international
wire.

This form allows you to
choose a recipient that you
have attached to a wire
payment, or to “Free Form” a
recipient without having to
create a recipient profile.

Initiating an International Wire

—

EJ Commercial

Recipientz
Single Payment
Single Receipt
Payroll
Paymentz

Collections 1

Wire Transfer
Internatienal Wire
Tax Payment
Positive Pay

International Wire

Complete and submit this form to make an international wi

Beneficiary Information
Enter or modify the beneficiary information in the

fields provided below.
ecipient | {Mo Recipient) ~

Mame * |

Address 1

Address 3 *

[ send E-Mail Notification

|

|

| |

Address 2 = | |
| |

|

Beneficiary Financial Institution

Enter the benefidary finandal institution information
in the fields provided below.

To Account * |

|
You will fill out the form just wirTeic | |
as you would a form at your Hame | |

financial institution. The
“Beneficiary Information” is
the information of the
recipient of the wire.

The “Beneficiary Financial
Institution” is the recipient of
the wire’s account
information at the receiving
financial institution.
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ire transfer request based on your submitted information.

Payment Information

Enter your payment information in the fields provided
below.

From Account * [ XXXX7160 : $2,661,27 ~|
Subsidiary [@2 quality ~|
Payment Date * |9/19/2008 <]
Currency = |U.S. Dollar vl
Amount = | |
Description | |

Message to Benefidary

Intermediary Financial Institution

If an intermediary finandal institution will be used for
this payment, enter the information below.

[Juse intermediary Institution
| |
| |

Beneficiary Financial Institution
Enter the beneficiary account information,

To Account * | |

Account Type * | Chetking V|

Routing Mumber * l:l

Street 1

City
State

|
|
Street 2 |
|
|

Postal Code

Enter Payment Frequency

Intermediary Financial Institution

If an intermediary finandial institution will be used
for this payment, enter the information below,

D Use Intermediary Institution

[ ]
[ ]
]

F

If an “Intermediary Financial
Institution” is used for payment,
complete this section - not required.

Use Intermediary Institution -
L Check this box.
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At the bottom of both the
domestic and international
wire pages, there is an option
for you to make the wires
recurring by expanding at the

arrows.

After submitting the wire, you
will be presented with the
“Submit Transaction” page.

Here you can send for
additional authorization if

needed, or choose to

“Approve, Draft,” or “Cancel”

the transaction. .
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Submitting Wires for Processing

d Enter Payment Frequency S

Choose the Frequency that vou wish to associate with this payment, If vou choose to draft a
recurring payment, you will be required ta Fill in the appropriate Fields belaw,

& one-Time (@] Recurring

Continue Help

MOTE: Fields marked with an asterisk are required. If no recipient is selected from the drop-down, recipient
information may be entered manually, but will not be saved for later reuse.

Submit Transaction

The details of your transaction are displayed below. Select the desired action from the buttons displayed
at the bottom of this page. If you are unsure of your options, select HELP for a complete description of
each,

Tracking Number

Drafted By:

Create Date:

Status:

Payment Date:

Originating Account Number:
Amount:

Message to Beneficiary:
Description:

testing message to bene

Beneficiary Name: HP
Beneficiary Street 1: 125 Avenue C
Suite 293423

Austin

Beneficiary Postal Code:
Beneficiary FI Routing Number:
Beneficiary FI State:

To Account Number: 324324234
To Account Type: Chedking
Wire Header: Q2 Quality

Send Mobile Authorization Alerts

This is a list of eligible approvers For this transaction. These people have necessary rights to approve
this transaction and hawe enrolled to receive mobile authorization requests. ¥ou may select more than
one contack, but anly the First o authorize the pavment will succeed. E-mail requests are For
natification only and will require the approver ta logon ko approve the transaction.

=l Eligible Approver : Kirk Bliss {5 Notification Targets})

[ 512) #x - 2029 £ 12:00 AM
[ #xmsxbliss@iskmail.com

[ 678) xex - 2962 £ 12:00 AM
[ (512) 5w - 3435 +F 12:00 AM

[ #esiss@ixsssbware, com
=l Eligible Approver : Melissa Thompson (3 Motification Targets)

Send confirmation upon approval of this transaction ba:

E-mail

Approve Draft Cancel Help

[ make another payment
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Submitting Wires for Processing

As with the other transactions
we have reviewed, you will

be F)r.OUght to the “Online Ty Fersonal Home Fade | Joen an Ao
Activity” page once you have Online Activity

made your selection. - Thiz page contains transactions that you have submitted online. Thiz page is alzo used to approve or cancel any
pending transactions. Transactions may be grouped to help you more easily locate them,

Group By:

Search Options

>

Search: |Transacti0n Status v| Status: |Cancelled v| [ Search ]

= Status: Cancelled ol
Tracking 1D ¥ | Type Amount = Details Crei

Wy 11068 Wire Transfer £0.00 HP 09/1

Wy 11056 Funds Transfer % 23.00 Special Checking 09/1

\!j 11055 ACH Single Receipt % 25.00 Krystals 09/1

\!j 10570 Funds Transfer %4.00 Regular Checking 06/2

As before, you will be able to
take advantage of the quick

action menu features from 3 Status: Drafted &
the “Online Activity” page.

)

Tracking ID ¥ | Type Amount  Details Cre;
11067 ACH Collections §41.50 3 collections 091
ACH Collections - 11067 5| Transfer §23.00 B of A Checking 071

View Transaction £75.00 Payless 071
Apprave Transaction rransfer §25.00 Regular Checking 06/z
Cancel Transaction Iransfer £34.00 Regular Checking 06/2
\!*] 10400 Stop Payments $12.00 Payee:payee 0s5/z
\!*] 10399 Stop Payments §32.00 Payee: 05/z2
\!\] 10398 Stop Payments §0.00 Payee: 05/2=
\!*] 10352 ACH Single Receipt £14.00 Krystals 03/z
34
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Another feature that you will
be able to access from the

. o . Tax Payment
Commercial” menu is “Tax M= P2ymen

Payments.”

From this screen, you will be
able to choose either

“Federal Tax (IRS) or choose
a specified state if applicable.

The most common tax
payment is the “Form 941-
Employers Quarterly Tax
Return Federal Tax Deposit”
and we will use this in our
example.

You have the capability of
splitting these into three
different “Sub-Categories” or
as a total payment for your
convenience. “Social
Security Amount, Medicare
Amount,” and “Withholding

Submitting a Tax Payment

EJ commercial

Recipients

Single Payment
Single Receipt
Payroll

Payments
Collections

Wire Transfer
International Wire

Positive Pay

Tax Authority | Federal Tax (IRS) M

Tax Payment

Tax Authority and Forms

forms for that authority.

Oklahoma Tax

This page allows you to quickly and easily make a Tax payment (credit) to a supported Tax Agency.

Select a tax authority from the drop-down list, then double-dick to select the required form from the available

Form 2290 - Hea Texas Sales Tax
Texas Mon-Sales Tax
Form 2938 “REt Alahama Tax
Form 3520 - InfiLouisiana Tax
Towa Tax

Form 5227 - Spli| California Employment Developmyn
i/ California Board of Equalization

Form 5811 - Exa Pennsylvania Tax

Form 8065 - RetiNew York Sales Tax

W i i
Form 706GS(0) ﬁE:ﬂ\ iork\a'nhholdlng Tax

idistributed Capital Gains
fer to Foreign Trusts
Form 4720 - Ret - 5lifornia Franchise Tax Board  Pnder Chapter 41 & 42 of the IRC

losing Document
ribution to Black Lung Trust
x for Distribution

Federal Tax

Complete Form

Complete all fields below spedific to the selected
tax form.

Taxpayer ID * 999999999

Tax Period End Date * | 9/19/2008 £
To Account 23401009

Routing Mumber * 061036000

Tax Payment Detail
Amount * £10.00
Sub-Category *

ax Payment ail 2
Choose the type and sub-category.

Amount” are the three sub- Amount * $10.00
categories. N

Click “Continue.”
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Tax Payment Detail 3
Choose the type and sub-category.

510.00

Continue

Form 941 - Employers Quarterly Tax Return Federal Tax Deposit
Complete and submit this form to make a federal tax payment to the IRS.

Tax Payment Information

Enter the payment information for this tax
payment.
Pay From Q2 Quality
From Account ™ | yxxg393 @ £5,073.81

Effective Date * |g/20/2008 v

Tax Type = Amended

Enter the amount and select a sub-category for the payment.

O Total Payment ® Split Payments

Help
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The “Submit Transaction”
page will be displayed upon
admission of the payment.

Note that the format of the
transaction is properly coded
for the correct tax code.

After choosing whether to
send for “Mobile
Authorizations,” or to
“Approve, Draft,” or “Cancel”
the transaction, you will once
again be taken to the “Online
Activity” screen.

© 2008 All rights reserved

Submitting a Tax Payment

Submit Transaction

The details of your transaction are displayed below, Select the desired action from the buttons displayed
at the bottom of this page. If you are unsure of your options, select HELP for & complete description of
each.

Tracking Number 11065

Drafted By: Wiliam Macey

Create Date: 9f19/2008 11:18:07 AM

Status: Drafted

Process Date: 9/22/2008

Originating Account Number: X 393

Amount: $30.00

Tax Form: Form 941 - Employers Quarterly Tax Return Federal
To Account Number: 23401003

Routing Number: 061036000

Effective Date: 9/23/2008 12:00:00 AM

Addenda: THP*399999999°94100%080301*1*1000%2*1000%3 %1000
ACH Header: Q2 Quality

Send Mobile Authorization Alerts

=%

Approve Draft Cancel Help

[make another payment

Online Activity
This page contains transactions that you have submitted online. This page is also used to approve or cancel any
pending transactions. Transactions may be grouped to help you more easily locate them.

# The status of transaction #11069 is: Drafted

Group By:

Search Options

Search: |Transaction Status vl Status: | pctive vl [ sSearch |

3

= Status: Drafted
Tracking ID Type Amount | Details

11089 EFTPS $ 30.00 IRS

P5 - 11069 CH Collections $ 41.50 3 collections

Wiew Transaction wxternal Transfer $ 23.00 B of A Checking
Approve Transaction  [3vroll % 75.00 Payless

Cancel Transaction unds Transfer % 25.00 Regular Checking
By 10561 Funds Transfer $ 34.00 Regular Checking
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The last option to choose
under your “Commercial”
menu is “Positive Pay.”

What is “Positive Pay?”

From this menu, you will be
able to access your “Positive
Pay” account.

© 2008 All rights reserved

Positive Pay

Positive Pay is a simple, secure, and automated tool that
allows you to submit issued check files, make decisions,
and analyze reconcilement reports- all via the web in a
secure and paperless environment.

How it works:

When your business writes checks, they are sent to your
financial institution in an electronic file called and “issued
check file.” The file contains check numbers, amounts,

E4 Commercial

Recipientz

Single Payment
Single Receipt
Payrol

Paymentz
Collectionz

Wire Transfer
International Wire
Tax Payment
Pozitive Pay
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The next feature will be found
under the “Preferences”
menu.

Under “Subsidiaries,” you will
be able to manage in
companies that might fall
under you main parent
company, or holding
company.

Under the “Manage
Subsidiaries” page, you will
be able to “Add a new
subsidiary, Edit the selected
subsidiary,” or “Remove the
selected subsidiary.”

To add a new subsidiary, you
will need to fill out the
necessary information.

After submitting the required
information, you will be
returned to the “Manage
Subsidiaries” page.
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Managing Subsidiaries

EJ Preferences

Account
Alerts
Security
Sub=idiaries
U=er

Manage Users
U=er Rightz
Mobile

Manage Subsidiaries
This page lists subsidiary companies that you have created, To manage subsidiaries, choose an action from the
drop-down box, select a subsidiary, if editing or deleting, and press "Submit,

Add a new subsidiary hd
Add a new subsidiar k

Edit the selected subsidiary

Remove the selected subsidiary | TACOBELL12345

Taco Bell - 234 Main 5t.

Add New Subsidiary

Enter or change the subsidiary name and payment-related information associated with this subsidiary
company. This payment information will be used when selecting this subsidiary from the TPay From T
dropdown on relevant payment templates.

Subsidiary Information Subsidiary Address

Subsidiary Mame * Street 1
ACH Header Street 2
Wire Header City
Tax ID State Texas ]
Postal Code
Submit Changes Help

NOTE: Felds marked with an astersk are reguired.

Manage Subsidiaries
This page lists subsidiary companies that you have created. To manage subsidiaries, choose an action from the
drop-down box, select a subsidiary, if editing or deleting, and press 'Submit'.

Add a new subsidiary | | Submit

Taco Bell - 123 Main Street
Taco Bell - 234 Main St.
Taco Bell 656

TACOBELL12345

38




As we discussed in
processing transactions, you
can send out “Mobile
Authorizations” to a user that
has approval rights for a
transaction.

To set this up, you will

choose the “Mobile” option Hobi
under the “Preferences” - onre

menu.

This screen not only
accesses the “Mobile
Authorization” page, but also
the self-enrollment for

Mobile Authorizations/Mobile Banking

EJ Preferences

Account
Alertz
Security

User

Manage Users
lUzer Rightz

Delivery

Mobile Preferences
Complete and submit the information on this page to establish or update your mobile preferences. Mobile

preferences allow users to send you payment authorization requests to your specified contact information.

Mobile Enrollment | Mobile Authorizations

Mobile Enrollment
Please check the box below to enable and authorize the use of your online banking login and password
to access our mobile services,

. . . ‘fes, enable my User ID and Password for use on my mobile device
“Mobile Banking.” “Mobile -

Banking” is a service that
your financial institution may
provide that allows you to
access your online banking
from your internet-enabled
portable device (i.e. cell
phone.)

To set up your “Mobile
Authorization” choose the
appropriate tab. Here you
can choose your four-digit
personal identification
number, and your secure
access information options.

You can also choose the
transaction types that you
would like to be an “Eligible
Approver.”

Choose “Submit Changes” to

Mobile Access
‘You can access our mobile services via most mobile phone browsers at:

https: f{demo.q2software.com/gq2m

If you would like to have this address sent to you via e-mail, enter your e-mail address and dick Send.

E-Mail Address  |kbliss@g2software.com Send

Submit Changes Help

Mobile Preferences

Complete and submit the information on this page to establish or update your mobile preferences, Mobile
preferences allow users to send you payment autharization requests to your specified contact information.

Mobile Authorizations
Mobile Authorization Settings Mobile Authorization Enrollment
Enter your desired Mobile Authorization Code and Choose the transaction types for which you
preferred phone and e-mail delivery preferences. agree to be an eligible approver, upon request.
Mobile Authorization Code  |seesssssssssnss ACH Collections =

Your code should be numeric and
exactly 4 digits in length

ACH Payments

ACH Single Payment
E-Mail Address 1 |khliss@q2software.com ACH Single Receipt
E-Mail Address 2 EFTPS

External Transfer
Funds Transfer

[ International Wire

E-Mail Address 3

Phone Mumber 1 |(517) 914-3438

Phone Number 2 [(512) 535-2029 Payroll =

Phone Mumber 3 Select All Clear All

e
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Make sure that you sign
off after you are finished
using your commercial
online banking site to
ensure the safety and
security of your
information.

Review

© 2008 All rights reserved

Signing Off

EJ Sign Off
Sign Off

In this material, we covered the commercial online banking
features. We have showed how you can manage your own
users for your business and assign specific rights to those
users. We covered how to create recipients that represent
people or businesses that you either will be crediting or
debiting. In addition to creating different payment templates,
we also saw how you can import Balanced ACH files,
Unbalanced ACH files, and CSV formatted files. Domestic
and international wires, tax payments, managing subsidiaries
and also availability to access Positive Pay are also features
of the online commercial banking.
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