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1. Accessing Total Cash® Manager



Access Online Banking

Signing In

After you receive the a company ID, user ID, and temporary secure password for Total Cash®
Manager, you can sign into our online banking system at www.cashadvantageadvisors.com.
The first time you sign in using your initial password, you will be prompted to change your
password.

Signing Off

It is important to sign off as it is a secure banking application. If you do not use your keyboard
within 15 minutes, the application will automatically sign you out.



2. Online Help




Help Available to You

This banking application has built-in online help available for you to use whenever you are
logged into the application. Help is accessed by clicking the Help link in the upper right corner of
the screen. This information screen is displayed:

“59 Print this page
Quick Links

How Do | Help
Glossary
FAaQs Howwr Do I...

WWeve added a procedural guide to assist you with the most common tasks that yvou'll
encounter while using this site.

Glossary

Our glossary has been added to help you better understand terminology that you'll encounter
while using the site. Please note that our glossary is not a substitute for legal advice. If you
hawe questions or concerns about legal matters. please contact an attorney

Frequently Asked Questions

WWewe put together a list of questions that are most commonly asked by our customers. VWe've
organized these questions around the major sections on the site.

Close window

You can then click the hyperlinks on the left side of this screen to provide you with a Quick Link
to additional information.



3. Welcome Page




Overview

The Welcome page is the first page displayed in Business eBanking. To return to the
Welcome page at any time, click the Welcome tab at the top of the page.

H weicome [JIEEENS Transfers and Payments Accoun t Services Administration

Favorites: (Edit) VWelcome Admin. Message Center

“Your last TotalCash® Manager sign on was Saturday. May 22, 2010 at 10:42 AM ET. Mew messages: 4

Deposit Account Balances as of 05/22/2010 MNeed help? Contact us

Saved Reports: (Edit)

To view deposit account details. click the Account Number._
MNext scheduled
AmArTRC  Accoumsbumber  Dessumsen s Salnce o

Checking Accoun s
031101114 1990 Checking F75 33
031101114 3822 Checking $96 67

Loan Account Summary as of 05/21/2010

031101114 ~6666 Loan $450_00 MNote Summarny

The Welcome tab has the following areas of interest:

e Account Summaries
e Favorites

e Saved Reports

e Message Center

Account Summary

The main workspace of the Welcome page is reserved for account summary information.
This section is further sorted by Deposit and Loan accounts. The full account number is
not displayed on this screen for security purposes. To see the full account number,
access the reports tab to create a banking report. Due to screen size, not all accounts
will be listed on the Welcome screen.

Deposit Account Balances

Deposit account balances are displayed first in alphabetically based on the description
field. See the Account Administration section of this manual for instructions on how to
change an account description.

Loan Account Summary

The Loan account summary lists the loans associated with the current online banking
session. Note: From here, you can click the Note Summary or Commitment Summary
links to see more information.



Managing Favorites

Favorites are shortcuts that can be accessed directly from the Welcome page.

I
m Reports || Transfers and Payments || Account 5 Adminiatration |

Eavontas: (Edit) Welcome A

Message Center
Hew messages: 4
Deposit Account Balances as of 06/22/2010 Nead help? Contact us

Bur Iast TetalCash® Manager sign en was Saturday, May 22, 2070 at 10°42 AM ET
Saved Reporta: (Edit)

To view deposit account details, click the Account Mumber.

[aBarRe T Account Numbser | Bascrintion &0 Balancs] | il

Checking Accounts
031101114 *1990 Checking $78 33
031101114 3822 Checking 596.67

Loan Account Summary as of 06/21/2010

0311071114 G666 Loan F450.00 Mote Summans

You can add links to tasks you perform regularly to improve your efficiency.

Add a Favorite

To add a favorite to your list, click Favorites (Edit). The Manage Favorites page appears:

| welcome Feports Transfers and Payments || MAccount

| Administration
Communications | Company Adminiatration | Serdce Administration | Self Administration

Manage Favorites

Manage favorites

You can have up to five functions or pages as your favorites. Once you add them. your favorites will be listed on
View user activity report the Walcome page. giving you one-click access as 500N as you sign on

You currantly have no faverites

Add a Favorite
Te add a favorite. aelect an iterm in the following list and then click the "Add Favorite” buttan

Account activity -
Account summany

Combined report

Cash position report

Manage saved reports

Loan summany report -

Add Favorite

Select a task in the list and click Add Favorite. The new task appears in your favorite list.

| wwelcame Reoports Transfors and Payments || Account Servicos | [t .

Communications | Company Adminiatration | Serdee Administration | Seif Administration

> » pasaward

Peraanal preferences Manage Favorites
Mannge Lneoribee One new favorite was saved successfully.

View user activity reparn

You can have up ta five functions or pages as your favarites Once you add them. your faventes will be listed an
the VWalcome page. giving you one-click access as 500N as you sign on

Aceount aetiaty Dialete Eavarite

Add a Favorite

To add a favorite, select an iterm in the following list and then click the “Add Favorite”™ button

[Account acviae, &
AcCount SummMany

Combined report

Cash position report

Manage saved reparts

Loan summany report P




Delete a Favorite

To delete a favorite, access the Manage Favorites page and click Delete Favorite for the
task to be deleted from the list.

Message Center

The Message Center allows you to view and create communications.

m Ropons Tranators and Faymonts Aceoun t Serac —

| [ Aamimratration

(Eany

VWelcome Admin.
-

5 Mosnage Center
Sl Wour last TotalCash™ Manager sign on was Saturday, May 22, 2010 at 10,42 AWM ET.
Saved Ropons: (Edit) (=3

P unt as of o010

Maad help® Contact us
To view deposit account dotails, click the Account Mumber.

Pl sobueduled
== |
Checking Accaunts

031101114 =18990 Checking 7833

031101114 3822 Checking 96 67

Loan Account Summa as of 06/21/2010

031101114 CGEES Loan 45000 Bote Summans

Viewing Mail and Alerts

Click the New Messages link to see new messages since you last logged in. The
Received Mail and Alerts page appears:

T
| welcome Roports

Transfers and Payments || Account Senices |

Communications | Company Administration | Serdce Administastion | Seif Administoation

View received mail and
alorts

Received Mail and Alerts

Wimursant ot Review your received mail and alort To read a elick its ject To view you have
Contact us mant, go to Sent Mail To delete mesaages, check the desired messages and click “Dalate messageas ©
Davwnlaad docurmants 2 o

R d m ges will be au Iy deleted after 90 days.

To managa the alarts you . go ta h A

unt Ralated Alens. Manage Man-account Halated Alarts. ar
Manage Custem Alets

Ssisct all - Dasslact all

[ pae~v  Swws  Iyee  SemFrem  Subjess
o | OB22/2070 Unramnd Alart Bank Passwaord Changed

- | 10 u mMail Bank How Dalance Acount

= O5/22/2010 Unread Mail Bank Mewe Balance Account

| 10 Mail Bank

HMoewy Balanoe Account

[ ©Dolete messages |

From here, you can view your mail and alerts by clicking the Subject. The Message
Detail page appears:

ranafors and Paymanta || Account Sordcon

I Aaministration

Winwe rooaived mall and =25 Eontthis page
Ao

i

Received Mail - Message Detall

. o retum te : i i
nents TReply to mossage. " Te delote this mesaage. chek "Deolote moasage.

To reapond to this mosoage, slick

[= PN OS/BEZFOT0 1000 SR (ET)
FErarn Eranie
Subject

Flaw Balanse SAceount

A e Dalances Account has been defined. go o User Adosinistration bo grant accoss

[ Fopiy to 1 [_Doiota 1

Howe Dol lsons  Eas

10



You can reply to this message or delete it as required.
Managing Alerts

You can manage the alerts you receive by clicking the appropriate links on the Received
Mail and Alerts page. You can manage account related alerts, non-account related
alerts, and custom alerts by clicking the appropriate link.

Account Related Alerts

1. On the Received Mail and Alerts page, click Manage Account Related Alerts. The
Managed Account Related Alerts page appears:

Manage Account Related Alerts

Entar your alert preferences and click "Save changes ™ Use this page to manage alerts for your checking and
savings accounts. To view alerts you have recened, go to Begeived Mail and Alens

To manage other alerts, go to Manage Custom Alerts
Account Selection

Select the account for which you would like to manage the alerts

1990 - Checking
Alert Information

Check the box next to the alert type to stan receiving aleris for the corresponding alert type. Uncheck the box to stop
receiving that type of aler

[ Minimum Balance. Notifies you daily when the account’s balance 15 below the amount speciied, based on the
previous day's transactions

Minimum amount s
1 N ive Bal i you daily when tha 's bal goes nagative, basaed on the pravious day's
transactions
[1 Maximum Balance. NMotifies you daily when the account’s balance is abowe the amount specified, based on the
provious day's transactions

Maximum amount £

1 Credit - 5 you il a credit with @ amount posts, based on the provious day's
transactions. You will receive an alert for every transaction that matches this critena

2. From the drop down box, select the account for which you would like to add the
specified alert

3. Click “Add” next to the type of alert you would like to add to the selected account.
Each type of alert has its own features based on the type of alert you have
selected.

4. Select the proper parameters for the type of alert you are establishing.

5. Select the email address to which the Alerts should be sent to (either primary or
secondary as set up in Personal Preferences).

6. Click the “Add Alert” Button. The alert types should collapse, and a check mark
next to the alert type will appear, confirming that the alert has been saved.

Non-Account Related Alerts

The process for these alerts is similar. Make your selection and click the “Add
Alert” Button.

11



alers

Wiew sant mail

Manage Non-account Related Alerts
Manage your alenns not specifically related to an account and click "Save changes ™ To view alents you have
receved, go te e Mail and Aler

To manage other alerts. go to Manage Account Related Alerts or Manage Custom Alerts.

Alert Information

Shock the box next to the alert type to start receiving alerts for the coresponding alert type. Uncheck the box to stop
receiving that type of alert.

[ Company Stale Date. MNotifies you when tha stale date setting for the company is changed

[ Issue File Import Completed With Errors. Motifies you when an issue file import complatad with erors

[ Issue File Import Falled. Motifies you when an issue file impeort failed due to the wrong format being used.

] User Profile A 1P di - Motifi wou when a user profile add. edit or delete request submitted by one of your
company’s admini Lors wour .

]

Usar Profile Activity. MNotifies you whan a users profila is added. changed or delatad by one of your company’'s
administrators
Alert Delivery Infoarmation

Specify how you would like to receive your alerns.

-~ HBank A

alart ge will ba sant to you via tha alans messaging syatam

E.mail. You do not have a primany or secondary e-mail address on file. Te have your alerts sent to 3 primany or

secandary e-mail address. you must have a primary or secondary e-mail address on file. To enter an e-mail address, go
to Parsonal Prefarences

Custom Alerts

alerts

WView sent mail
Contact us

Download documents

Add Custom Alert

Use this page to add a custom alert request. Enter yvour alent preferences and click "Add alert” or return to
Manage Custom Alerts_

Alert Information

Enter a subject and text for your custom alert.

Subject: |Generate Payroll File

Text:

This is a weekly task that must be performed

Alert Schedule Information

Specify how often you would like to receive your alert.

Frequency: ‘ Weekly e
Mext send on- 05 |7[23 |7[2010 |[TH]
(mmiddiyyyy)
End on- & Continue indefinitely
© Continue until this date: [7] ] =
(mmiddiyyyy)

Custom Alerts can be useful in managing your business. You can set them up to
remind you to do various tasks that are not necessarily related to online banking,
such as, paying taxes, filing reports, etc.

12




4. Administration
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Overview

The Administration area allows a company to manage other user’'s access to banking services,
accounts, and templates. It also provides the ability to create text names for accounts. Company
Administration is only available to users who have administrative privileges in their user setup.
Each company may have multiple administrative users. All administrative users have access to
Add User, Change User, Copy User, and Delete User.

The initial Administrative user role (Admin) has administrative functions. If additional
functionality is needed, this Admin user must assign additional functionality to themselves.

Administration

The Administration section facilitates communication with the bank, alert maintenance. and administration
actnaties

Communications

Co L us
Lrownload documents

Uggr adrumstration

User administration approval
Service Administration
Maintain company and account defaults for serdces thal your comay Lses

Pasitive pay_administration
Self Administration

Perform self administration activities
Chango pagsword Ilanage fovorites

Note: Company Administration is only given to Admin Users of the company.
The tasks you can perform using Administration include:

e Adding and maintaining users
e Renaming accounts

¢ Downloading documents

e Approval

14



Approvals Administration

The Admin role can specify the number of approvals required for user profiles and templates,
the number of approvals and amount limits before a request is transmitted and sent for
processing. Each customer can vary the number of approvals required based on the account of
a request.

Changing Approval Parameters

1.

In the Administration tab, click Approvals Administration in the Company Administration

section. The Approvals Administration page appears:

vWelcome Reports Administration

Communications | Company Administration | Selr Administration

Usar adminiatration
User administration
sl

Approvals Administration

oot Enter the i for the sel d and click "Save changes.”
Account administration

Approvals
administration "
senvice.

Approvals Required For Setup

Administration

[_S=echanges ][ __ Donot ssvw changes |

Hew Dol Tenns EAQs

CAUTION: Plaass chack your approval sattings bafora they ara saved. ¥You will not be able to tranamit a raquaest if tha
number of approvals required for @ serice is greater than the number of users authorized to approve requests for the

Identify a request dollar amount and the number of approvals required if that request is

less than or equal to, or greater than the request dollar amount.

Identify the number of approvals for setup of new users (Administration) and templates

for each service listed.
Click Save Changes. A confirmation appears.

15




User Administration

How to setup, change, copy and delete a company user and the services the user is entitled to
are completed through User Administration. This section will outline how to perform each of
these tasks using the user profile page. If your organization requires multiple approvers for
administration, please see the Approval Administration section of this training guide.

Adding Users and Services
To add a new online banking user and the services they will use, complete the following:

1. Inthe Administration tab, click User Administration in the Company
Administration section. The User Administration page appears:

| wwelcome Roports Transfers and Paymoents Account Services Administration

Communications | Company Administration | Service Administration | Self Administration

User administration

User administration User Administration
> al

To view, adit. copy or delete a users profile, click the corresponding user ID. To setup & new user, go to Lisor
i = w

adrminiatration d Uzser. To ge & usoers . click “Sy

administration

AR Aclrmin Syntem accens

How Do l.. Tems FAQs

2. Click the User Administration — Add User link. The Setup New user page
appears:

Waleorme Repants Tranufers and Payments || Account Senices | [EE T ETet ey

User Administration - Add User

Enter the new users information and role(s) below, then click on “Continue "

Account administration

Approvals administration User Information
User 1D |
Password ! |
(Pasaweords are nol cose senailive, are § 1o 12 characters long and must contain ot least 1 ketter and 1
Aumber. )

Confirm password
Firnt narme

Last nama:

|
|
|
Primary o-mail address: [ |
vl |

|

n t 1}
User Roles {optional)

[] Allow this user to setup templates
(Thin antiles the user (o tempiate setup capabities for anly those soervices and Accounia to which the user has been entiied. )
1 Allow this user to approve transactions
(Thin entiles the User 1o ransmil Capabiitens Tor onty INoas services 1o which the User has Boen entitled )

16



3. Complete the fields as required:

Fields

User ID

Password

Confirm Password
First Name

Last Name
Primary e-mail
User Roles

Description
Enter the ID that the user will use to sign on

Enter a starter password

Enter the same starter password again

Enter the user’s first name

Enter the user’s last name

Enter the email address of the user

Entitles the user to various privileges by checking
the appropriate checkbox

4. Click Continue. The User Administration — Add User Services page appears:

User Administration - Add User Services

Sulect the services to which the user will have sccess snd click “Seve user®
“Edit user information.

To wdit the users profiles information. click

User Information Edit_unes information

Usee 1D USERTESTS
Firat name Lisar
Last namas Toats

testSgRnone com
Me -

Primary e-mail address

w-rrual F 3 —rrvaal
Roles Meone assigned

Available Services Select all = Deselect all
Coposit Roparting =
Information Reporting =
Statements and Documants =

Save user

Haw Do | Terms FAQs

5. Select the services that need to be entitled to the user or click Select All link.
6. Click Save User. The User Profile page appears with a confirmation

User Profile

The user was created successfully. Before some services can be used, accounts must be assigned to those

To edit the users roles, click "Edit user roles ~ To copy this user, click "Copy user.” To delete this user, click "Delete
uner.” To view a different user profile, returm to User Administration

To modify the user's system access or e-mail add . 9o to RCCOBS

User Information Edit user roles * Copy user * Dolote user

USERTESTS

Usar

Tests

testSgdnona com

Mo secondary e-mail address on file

User 1D
Firat name

Last name

Primary a-mail addrass
Secondary e-mail address
Additional information
Enabhed

None assigned

Usar status
Rolaa

Assigned Services Edit uner sendces

Ta modify the senices to which this uner has access, click on "Edit user services.” Te add or modify the serice’'s account or
application access, click on the associated details link

Deposit Repoting
Information Reporting
St atern

e
Acdd

ants and Documants

17




7. Inthe list of Assigned Services, click the Add link for the appropriate service to
assign accounts to the user. The Add Account Access page appears:

| welcame il Adminisuation

Communications | Company Administration | Self Administration
Usner sdministration &5 Print this oage
User administration
approval Account Access - Add
Account administration

Select the accounts to which the user will have access and click “Save changes ~ Ta retum to the users profile, go to

Approvals administration )

User ID. USERTESTS
Mame: Usor TestS
Semvice. Infermation Reporting

Accounts available for the Information Reporting service

031101114 12070283 Test Account 2 ]

031101114 3041000017 Test Acct 1 e
Save changes Do not save changes

How Dol.. Terms EAQs

Select the accounts to which the user will have access accounts

9. Click Save Changes. The User Profile page appears. The service that was
selected in task 7 now displays details of View/Change. Repeat this process to
add accounts for the other services this user will require.

©

Modifying User System Access

To change a user’s profile information as well as resetting a password, complete the following:

1. Inthe Administration tab, click User Administration in the Company
Administration section. The User Administration page appears:

Walcame Reponts Transfors and Payments | Account Sondcos Administration

Communications | Company Administration | Senice Administration | Self Administration

User administration
Usar adminiatration User Administration
Sppereent To view. edit. copy or delate a user's profile. click the correaponding user |D. To setup a naw usar, go to Llsar
Account administration Adrninistration - Add User. To 1 o 8 users  click "Syst
Approvals administration
DM Admin Syslom access
LSRR Employse Usara Syutem sccess

How Dol = Terms EAQs

18



2. Click the User ID of the user to be modified. The User Profile page appears:

Walcoma || Repaonsa Transfera and Payments | Account Sarvicas Administration

Communications | Company Administratien | Senica Administration | Self Administration

User administration <25  Print this page
User admimistration
approval User Profile
Account administration ¥
To edit the users roles, chek "Edit user roles ™ To copy this user. chick "Copy user ™ To delete this user, chick
Approvals administration “Daslerter user * To view a different user profile, return o Uses Administoation

To modify the user's system access or e-mail addreases. go to System acceas.

User information Edit user roles * Copy user + Delete user
User 1D, USERA

Firat nama: Employea

Last namioe: Uisars,

Erimary e-mail address: useraE@none. co

Secondary e-mail addrass: Mo saconda -mail addrass on file

Additional informatian:

User status. Enabled

Rolas: Mone afasigned

Assigned Services Edil user senices

To maodify the sanices to which this uger has access, click on "Edit user sanices " Ta add or madify the service’s account or
application access, click on the asgfciated details link.

ACH File Upload

3. Click the System Access link. The System Access-Edit page appears.

Woelcome || Repors || Transters and Payments || Account Sonices (IR

Communications | Company Administration | Serice Administration | Self Administration

User administration

User administration System Access - Edit
spproval Madify the users system ar e-mail and click "Save changes " To padorm othoer user
Account administration aton . ratum to Liser Admir 1

Approvals administration
User ID: USERA

User Information

Passward {optional)- | |

are not case . are 8 to 12 characters long and must contain at least 1 letter and 1
number.

Ganfirm password (optional): | |
Firat nama |rmplaynn |
Last narme: [Usara |
Primary a-mail addrass: |userag@none com |

ry @-mail x | |
Additional information (optional): [ |
User Locked {oplional). =]
[ Sawe changes | [ Do not save changes ]

4. Make the required changes, click Save Changes. The Confirmation message
displays.

Note: If the ADMIN user decides to remove the Security Settings, the user’s picture, personal
phrase, and confirmation questions will be removed. The user will be directed into Secure Sign
On process the next time they sign into online banking.

19



Editing User Assigned Services

To change or modify the service assigned to a user, complete the following:

1. Access the Administration tab and select User Administration. The User

Administration page appears.

User Administration

Administration . Add User To managse a users access, click “System acosss

ACRAI J—

TESILSERT Bt A
TESTUSER2 toot uaar
TESTLSERS tont umera
USCRTEGTS s st

USERTESTE U Teuts

To wiew. adit, copy or dalats a ussrs profile. chok the coresponding usaer I Ta satup 8 new usar, go to Liser

Systom Accass
Sustem aocess
Systlain accans
Svatem sccean

2. Click the User ID that needs modification and the User Profile page appears.

Usnar administration

=R Prinl this page
L

Ta modify the users system access or e-mail addresses. go to Sysiom access

User Information

User 1D USERTESTA
Firat narma: usar

Last name tontd

Prirary e-rmail sddreas umard@none conr

Secondary e-mail address:
Additional informatian

Usaor status Enabled
Raoles

Mo secondary e-mail address on file

None assigned

Assigned Services

application access, click on the associated details link.

Deposit Reporting
Information Reporting

Statements and Documents

i User Profile
Account administration .

To edit the users roles, click “Edit user roles ” To copy this user, click "Copy user.” To delete this user, click "Delote
Approvals administration uner " To view a different user profile. returm to User Administration

Edit uner roles + Copyunes = Delals user

Ta modify the services ta which this user has sccess. click on "Edit user sendces " Ta add or modify the sendice’s account or

Migw/Changa
Misw/Changes

Edit user senices

3. From the User Profile, click Edit User Services. The User Administration-Edit

User Services page appears.

Walcome || Repors | EECEETRTTTETEITETH

Communications | Company Administration | Self Administration

Usnar administration

Ot wdr it User Administration - Edit User Services
Spproval Salact the serices to which the user will have access and click "Save =
Account administration the user's access and o i i thas i of

Approvala sdrministoation
F Te return ta the users prafile. ge te User Profile

User ID: USERTEST4
Mame: user testd

Available Services
Deposit Reporting

Infarmation Reporting

Staternents and Documents

BEM

[ Sawe changes | [ Da not saw changes ]

How Dol.. Temms FAQg

ging Uner

Select all = Deselect all

cauld affect

4. Check (Entitle) or uncheck the appropriate services checkbox.

20



5. Click Save Changes. The User Profile page appears with a confirmation
message.

Note: The confirmation message reminds you that before some services can be
used, accounts must be assigned to those services that require account level
access. User Limits default to the associated company limits but may be
changed. To review the approval setting, which may be impacted by the change,

go to Approval Administration.\

User administration

spproval User Profile

Account administration

Approvals administration The user was updated Before some services can be used, must be assigned to those

services that req level

To edit the users roles, click "Edit user roles.” To copy this user, click "Copy user.” To delete this user, click "Delete
user.” To view a different user profile, retum to User Administration

Ta madify the user's system access or e-mail addresses, go to System access

User Information Edit userroles = Copy usor = Delete user
User 1D USERTEST4

First name. user

Last narme. testd

Frimary e-mail address: userdginons com

Secondary e-mail address: Mo secondary e-mail address on file

Additional information

User status. Enabled

Roles: Mone assigned

Assigned Services Edit yser senvices

Te modify the serices to which this user has access, click on "Edit user services.” To add or modify the senice’s account or
application access, click on the associated details link,

Depasit Reparting
Infarmation Reporting Yiew/Chanas

6. Inthe list of Assigned Services, click the Add link for the appropriate service to
assign accounts and functionality. The Add Account Access page appears:

Welcome Repons || Transfers and Payments || Accoun Senices Administration
Communications | Company Administration | Semce Administiation | Sell Admimstration

User administration “%% Print this page

Usar administration

approval Account Access - Add
Account adrmimstration

Select the accounts to which the user will have access and click "Save changes.” Te return to the users profile,
il

Approvals administration o

User ID: USERA
Mame: Employes Usars
Service: Information Reporting

Accounts avallable for the Information Reporting service

031101114 0011001990 Checking |
031101114 0030003822 Checking | .
[ Save changes | [ Do not save changes ]

HowDal.. Terms EAQs

7. Select the accounts to which the user will have access and capability.

8. Click Save Changes. The User Profile page appears with a confirmation
message. Repeat this process to add accounts for the other services this user
will require.

21



Copying Users

To copy a users access, complete the following:

1. Access the User Profile of the user to be copied.

Welcome || Reporta || Transfers and Payments || Account Services Adminisuation
Communications | Company Administration | Serice Administration | Self Administration
Usar administration S5 Print this pege
User administration
sppraval User Profile

Account administration
To edit the users roles, click "Edit user

ws.” To copy this user,

sk "Copy user.” To delete this user, click
Approvals administration iy

"Delete usear.” Toe view a different user profile, return to

To modify the user's or e-mail add . 90 to System a0cess.

User Information Edit user reles - Copy usor = Doloto user
Usar It USERS,

First narme: Employoes

Last name: Userd,

Primary e-mail address: userag@none com

= v a-rmail : Mo secondary e-mail address opfe

Additional information:

User status: Enabled

Roles: Mone assigned

Aasigned Services Edit uner services

To modify the sevices to which this Oor has accoess,

ek on "Edit user services " To add or modify the service's account or
application access, click on the afGociated dotails link.

ACH File Uploa;

2. Click the Copy User link. The User Administration-Copy User page appears:

nd Fayments

User administration

User Administration - Copy User

Lisanr selrrinistsma

ST Unmar ID baing copied: LISERA

Account administration

Approvals sdrministration Enter the new users information and click “"Save user ” The rales, serices and account accens fram user

USERA will be copied to this new user. To return 1o the ariginal users profile. go to Wser Profile

User Information

User 1D I

P anmwered [
(Pamswords are not cane . mre 0o 13 acters ong and
number, }

=t contain at least 1 letter and 1

Canfirm password
First name:
Last name:

FPrimary e-mail addross:

UL gLt ]

@l s t 13-
in
Save user | Do not save usar ]
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3. Enter the information for the new user you are creating. Click Save User, the User
Profile page with a confirmation message appears.

User administration

User administration
approval

Account admi

Approvals adrmimistration

Administration

Self Administration

=5 BEnntthis pags

User Profile
Usoer UserB was copied succossfully.

To edit the users roles. click “Edit user roles. ” To copy this user. click “Gopy user.” To deiete this user. click
“Delete user ” To view a different user profile. return to Wsor Administeation

To modify the users sys ar a-mail . 90 to System accoss

Usear Information Edit uzer rolas - Copy user - Delote usor
User ID: USERB

First name: Test

Last namea: Usarty

Frimary s-rmail address
Secondary e-mail address.
Additional information:
User status: Enabled

Rolens: Mono assigned

umerbE@none com
Mo secondary e-mail address on file

Asgigned Services Edit usar serices

To modify the senices to which this user has access. click on “Edit user senices * Ta add or modify the service’s account or
application access. click on the associated dotails link

If you are restricting access to any services or accounts, be sure to follow the same steps of

Editing User Assigned Services.

Deleting Users

To delete user access, complete the following:

1. Access the User Profile of the user to be deleted:

User administration
approval

Account administration

Approvals adrmimistration

and Paymeant | Account Ser Administration

255 Print this pags

User Profile

To edit the uzers roles. click “Edit user roles " To copy this usar. click * Cnpy user " Ta delate this user. click
"Delete user.” To view a different user profile, return to

Te modity the user's ayst er e-mail . 9o to System

User Information

Usar I USERE
First nama: Tast
Last narme: UserB
F’nman.r a-maill addrasa: usarbginona.com
e-mail Mo secondary e-mail address on file
Additional information:
User status. Enabled
FRoles: Mone assigned

Assigned Services

Eddit_umer morvic

as access, chok on "Edit user semces.” To add or modify the semvice’s account or
iated details link,

To modify the semces to which this u
application access, click on the ag

ACH File Uplo.
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2. Click the Delete User link. The Delete User page appears:

| Raf | T and Paymants || Account Sarices Administration

Communications | Company Adminisration | Service Administration | Self Administration

User administration
Usar adminiateation User Administration - Delete User

sl

You have requested to delete the following user. Once del d. the user be r d. Scheduled
Account admimstration requests sot up by this user will be deleted.

Approvals admimnstration i E
To delete this user. click "Delete user”, or return to Lzgr Profile.

User Information

User ID: USERB

First namn: Test

Last nama: Uzars

Primary e-mail addreas. userbE@none. com

Secondary eomail addross: Mo secondary e-mail address on file
Additional information:

User status: Enabled

Foles Mone assigred

A--Iin ed Services

3. Click Delete user. The User Administration page appears, the deleted user is no longer
listed.

Welcome || Repors || Transfers and Paymems || Accoum Semices Administration

Communications | Company Administration | Sendce Administration | Self Administration

User administration

User administration User Administration
approval =
Account administration he user was deleted sucoessfully.

Approvals administration To wiew, edil, copy or delete a users profle, click the corresponding user ID. To selup a new user, go lo Llger
- - To manage a users access. click "Syslem access.”

ADMIN Admin Syslem access

USERA Employes Users, Syslem ancess

How Dol . Temms EAQs
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User Administration Approval

Multiple approvals for User Administration provides your company with the option to require
multiple approvals for all user profile setups, changes, and deletions.

It is important that your company should ensure that the number of approvals required for user
administration does not exceed the number of users who have the administration role.

The Administration role may cancel a user profile request, including those made by another
Administration role user.

The following confirmation message appears when the Administrator role user performed an
action on the User Profile page.

Note: The process of how to use the User Profile pages are addressed in the User
Administration section of this trainjng guide.

Welcome Repornts Transfers and Payments Accdunt Services Administration

Communications | Company Administration | Senice Administration | Self Administration

User administration “%5 Print this page

User administration

approval User Profile

Account adrmimstration

A . . Continue to make changes to the user profile. After all changes have been made, click “Save user.” Once a

pprovals administration . i i
user profile has been submitted for approval, further changes cannot be made until all approvals have baen
ived or the request is sl

Bafore seme services can be used, must be i d to these services that require accountlavel
BCCess.

To adit the users profile information or security settings, click "Edit user information * To save the user profile and
submit for approval, click "Save user ™ To view a differant user profile, returm to User Administration

User Information Edit user information
User 1D Users:
First name Employee

Last name UserC

Primary o-mail address: userc@nons com

Secondary e-mail address: Mo secondary e-mail address on file
Additional information
User status. Enabled

The confirmation page is indicating that maintenance or setup action needs to continue. The
user profile will be submitted for approval when Save User is clicked.

Pending User Profile Request

An Administrator role user may view, approve or cancel one or more pending user profile
request using User Administration Approval. To complete this task, complete the following:

1. Click User Administration Approval from the Administration page. The User
Administration Approval-Selection page appears:
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Welcome || Reports || Transfers and Payments || Account Services |[IFCILE CLEG

Coammunications | Company Administration | Serdce Administration | Self Administration

User adrmmnistration
R R User Administration Approval - Selection

approval To approve user profile requests, check the appropnate user profile and click "Approve.” All approvals must be receved
Account administration before the user profile request will be applied.

Approvala sdministration

Umar p a have =l baan by yau

Unapproved User Profiles

(To view datalls for a user profils, click on the Usse 10

Selact al coolect all
O usERC Employes UaerC 1 of 2 raceived Add user
Approve

How Dol Terms E&Qs

2. Select one or more profiles to approve.
Note: If additional detail is required, click the User ID link.

3. Click Approve. The User Administration Approval-Confirmation page appears:

I T
Waelcome || Rep | Tr and P | Account Services Administration

Cammunications | Company Administration | Serace Administratian | Self Admimistration

User administration 455  Print_this_page
Usar administration
approval User Administration Approval - Confirmation
Account adrrunistration
The following approvals have been saved successfully.
Approvals administration
Print this nfi i for your ds. To approve additional user profiles, return to Uger Adminigtration Approval
Selection

Adl approvals must be received before user profile requests will be effective.
Approved User Profiles

USERC Employoe UserC 2 of 2 received

How Dol Terms FEFAQs

Editing a User — Multiple Approvals

When multiple approvals are required, the User Profile-Confirmation page supplies the details of
what was changed. Use this confirmation page to confirm your actions. Appearing in red are the
areas that were removed, items in green were added.
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Account Administration

Changing Account Descriptions

To change an account’s description, complete the following:

1. Inthe Administration tab, click Account Administration in the Company Administration

section. The Account Administration page appears:

Walcamo Reparts || Transfors and Paymaonts

Tl Administration
Communications | Company Administration | Serdce Administration | Self Administration

User administration

Ugar administration Account Administration
e To change the description of an aceount, click the corresponding descnption
Account administration

Approvals administration

031101114 0011001990 Checking Checking
031101114 001666666 Loan Loan
031101114 OOIO00IBR Checking Checking

How Dol . Terms EAQs

2. Click the description link of the account to be changed. The Change Account Description
page appears:

Welcome || Reports

| Transfers and Paymenta || Account Services Administration

Cammunications | Company Administration | Serdce Administration | Salt Administration

User adrministration

Uit R Al R a Change Account Description
spproval Plaase make the required changes and click "Save changes " Ta return to the list of accounts, go te Accaunt
Account administration Adrminislration.
Approvals administration
e t Inforr
TR a31101114
Account nurmber a011001990
Account type: Checking
Oescription: | Checking

[ Save changes | | Do nat_save changes ]

3. Inthe Description field, type the new description of the account. Click Save Changes.

The Account Administration page appears with a confirmation.
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Self Administration

Changing Your Password

You can change your password in online banking while signed on.

1. From the Administration tab, click Change Password in the Self Administration section.
The Change Password page appears:

Walcome || Reports Transfers and Payments || Account Saervices Administration

Communications | Company Administration | Serdce Administration | Self Administration

Change passward

Change Password

rManage favarntas Please provide the information below and then click "Save changes

Farsanal preferances

View user actmity repart

Enter currant password |

Enter new passward: |
...... t cate e B e 12 1onG ARG mast Sontain &1 st 1 ISTer 80T 1 RUTBEE. 3

Confirm Password |

[ Save changes | [ Do not save changes ]

How Dol Terns EAQs

2. Complete the fields as required and click Save Changes. A confirmation page appears.
Personal Preferences
This section allows you to maintain a primary and a secondary email address.

1. From the Administration tab, click Personal Preferences in the Self Administration
section. The Personal Preferences page appears:

Walcon Reports Tranafarn and Paymants Account 5 can Administration
an | Soil Administration

Personal Preferences

E-mail

View user activity report

The primary e-mail address listed below will be used for bank communications such as alerts and slectronic statemont
Patifieation s

A secondary a-maill sddress can be added for use as an oplional or backup e-mail. The ability te enable the secondary e-mail
addross will accrue at the individual function to which it relates (e g Add Alerts page)

Prirmary a-mail addrss Mo primary o-mail address on file Change this scddress
a-rmail Mo w-mail on fila  Change this addrass
How Dol . Temms EAQs

2. Click Change This Address to change either the primary or secondary email address.
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View User Activity Report

Up to 24 months of data are available; a maximum of three months may be retrieved
during a single search. To retrieve a limited amount of data, select specific criteria.

The User Activity Report is used to view online banking user activity for a specific date or
range of dates.

1. From the Administration tab, click View User Activity Report in the Self Administration
section. The User Activity Report Criteria page appears:

Welcome || Reponts || Transfers and Payments || Account Services |IGOE L

Communications | Company Administration | Senice dAdmimstration | Self Administraion

Changs pasaweord

Prartacusl Frafireces User Activity Report Criteria

Manage favorites Select appropriate report criteria and click "Generate report.”™

Wi S1EV rt
ow usar nctivity repo P Suu T i of three h= may be retrieved during a single search, to rotriove a

limited amount of data. select specific critera

Function:

| All
Account activity

Account desonption setup
Account recon issue approval
Account recon issue manual entry

| ACH federal tax entry |
(Ctri-cliek to select multinle funetions. )

User 1D: Al users
< Emer user 1D |

© Specific user: | =

Date range: & Specific date 05 | 7|23 |7jz010 |[T&

2. Select the criteria to be included in the report as required.
3. Click Generate Report. The User Activity page appears:

Welcome || Repors || Transfers and Payments || Account Services Administration

Communications | Company Administration | Serndce Administration | Solf Administration

Change pasaward A5 Print this pege
Farsonal preferances
Manage favorites User Activity Report
Ao unax Scrhiny epolt To change repon criteria, return to Liser Activity Report Criteris.
Date craated: 08/23/2010 10:29:10 AM (ET)
Function: Al
User 1D Al
Date ranga: 04/22/2010 to 05/23/2010

(To view activity detall, click the date}

05/23/2010_10-06:40 AN _(ET) ADMIN Admin 66115 228 102 Account summarny
a8 10 AN (ET) ADMING Admin 66 116 229 102 Standard login
05/23/2010 10 03 51 AN (ET) USERB  Employes UserS 66.115 229 102 Create company user
DE/RR010 10.03.10 AM (ET) USERB  Employes UserS 66.115.229 102 Change password
05/23/2010_10-03-02_AM (ET) USERB  Employee UserB 66.1156.229 102 Standard login
05/23/2010 09/85:15 AN (ET) ADMIN  Admin 66 115 229 102 Company approval satup
05/23/2010 09 5345 ah (ET) ADMIMN Adrmin 66.115.225 102 Create company user
DS/23/2010 09:40.42 AWM (ET) ADMIN Admin 66 115,229 102 Account summary
05/23/2010.09:40:40 AN (ET) ADMIN Admin 66.115.229 102 Standard login
083272010 011745 B (ET) ADMIN Admin 66 116 229 102 Daleta company usar
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4. To view details, click a date. The User Activity Report-Detail page appears:

Formonsl preferances

Manage favarites User Activity Report - Detail

View usaer activity report Roview the detaila for this sctivity or returmn te Unec Activity Report

Activity

Date: 05/23/2010 10:06:48 AM (ET)
Usar 10 ADRIN

Usar nama: Admin

1P address 66.115.229.102

Function: Account summany

Activity Detail

Surmmany LEDGER BALAMNCE, Accessible Balance, TOTAL CREDITS, TOTAL DESITS, ONE DAY FLOAT, TWO Doy
Infarmation. FLOAT, CURRENT BALANCE, AVERAGE COLLECTED BALANCE (CTD). AVERAGE COLLECTED BALANCE
YT, Available Balance
Account 1° TRC: 031101114
Account: =
Description. Checking
MAocount 2 TRC: 031101114
Account -3

3822
Description: Checking
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5. Reports
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Overview

The Reports tab provides “on-the-spot” intraday, previous day, and transaction searches for all
accounts setup and enabled for your company. You can select from a list of accounts or pick a

specific account for which to view information.

You can download transaction information in a Quicken transfer file (.QFX), Quicken
interchange format (.QIF), comma separated value format (.CSV), BAI2 format, and a Portable

Document Format (.PDF).

If the Reference Number field is highlighted, you can view an image (if available) with the
transaction. Deposit slips are shown similar to the checks. A separate browser window displays

the image (where available).

Viewing Reports

Account Summary Report

The Account Summary Report is available to customers that have been assigned the Standard
or Premium reporting package. This report is used to view summary totals for all accounts. The

report shows information for each type of account (checking and savings).

Complete the following to view balances and transactions:

1. On the Report tab, click the Account Summary Report link in the Deposit Account
Reporting section. The Account Summary Report Criteria page appears:

Account Summary

Soelect appropriate mepot cntens and click "Generate repart

Up ta 3 menths of data are available. To retrieve s limited ameount of dats. select apecific search criteris

Adobe® Reader®, click the Adobe
pdf file

tam file export format. go to Eile Expor

il 031101114

Checking

Date range €3 Specific date os |¢[23 rlzo10 |[TH]

3 From: o5 [FAEZ] s[zo10 |8

ing

nstalled on your computer. To download the

Al
elow. To confirm you have Adobed® Reader® installed, view this sample

2. Choose the format of the report by clicking the appropriate radio button in the “Output

To” section.

Choose the accounts for which you want to view quick balances.
Complete the date range as required.

Identify the sort criteria as required.

Select the information to be included in the report.

ook w
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7. Click Generate Report. The Account Summary Report page appears:

AEcount Botiity 254 Pont thia page
Account sumimary
Combinad raport Account Summary

Ca

' position raport Te change repon information, retum to Account Summary. Te save this search criteria for future use, Create o Saved

[VE » maved roports Raport
To view more y data for the listed below, go to Additional Ac 1_lrafy 1
Report created O5/2372010 1048 13 AM (ET)
Accounts All accounts
Diate rangs 4/1/2010 to 5/23/2010
Account sor Account nurmber

Summary information: Al information

(T i Getaiien tranmaction nformation. SHEs an aeeemnt umer 3 T ——— Y |
031101114 - 21990 - Checking - Checking

05/23/2010 P . 44
10:48 AM (ET) a3 7023 Sre.aa
O5/22/2010 H7E 33 S7E. 33

031101114 = 23822 » Chocking = Chacking

05/23/2010
10-48 AM (ET) $96.67 $96.67 $96.67

O5/22/2010 L9667

F96.67

Tip: When a date and a specific time appear underneath a balance, it indicates the
balance is intraday.

8. If you need to print the information, click the link for “Print this Page” and a nhew window
appears:

Print this page * Close windows

Account Summary

Report created: 05/23/2010 10:50:31 AM (ET)
Accounts: All accounts

Date range: 4142010 to S/23/2010
Account sort: Account number

Summary information: All information

031101114 - 1930 = Checking = Checking

As of Date Accessible balance Current balance Availabile balance
OS/Z3V2010

10:48 AM (ET} $78.33 $78.33 $78.33
052242010 $78.33 $78.33

031101114 = *3822 = Checking = Checking

As of Date Accessible balance Gurrent balarnce Awvailable balamnce
0542342010

10:48 AM (ET} $96.67 F96.67 F96.67
OSWZZ/2010 $96.67 $96.67

Tip: There is a text link on this page that will allow you to Print This Page or Close
Window.



Viewing Account Activity
The Account Activity Report is used to view detailed account information.

To view account detail, complete the following:

1. On the Report tab, click the Account Activity link in the Deposit Account Reporting
section. The Account Activity Search page appears:

Account actlvity
Account surmmary
Combined repart
Cash position repart
Manage saved repora

Saved Reports: {Edit)

Quick Links

Stop payment reguant
Statements and
documonts - Account
soloction

Account Activity Search

Select appropriate critera and click “Search ~
Up to 3 months of data are avalable. To retrieve a limited amount of data. select specific search critera
General Search Options

Output te = Scroen (HTML)
Show mare outpul options

Accounts Select all « Desalect all
=] 031101114 =1990 Checking
= 031101114 ~3s22 Checking
Date range: 3 Spacific data: |05 /|23 t|zo1e |[TH]
Crmmiadlyy vy b
@& From: a4 /|01 |7[2010 | [TH]
Cmmiddiyyyy b
To: [ /|23 |+]|2010 |[CH]

Gy
< Provious business day

Transaction types & Al transactions
=1 A dobits

Al crodits

€0 Groups.

2. Complete the following fields as necessary:

Fields
Output To
Account(s)
Date Range

Description
Optional methods of viewing the report

Select a specific account(s) from the list
Prior Day, Current Day, and Specific Date searches are available

Transaction Type(s) Use this list box to narrow your search criteria to a specific type of

transaction

3. Click Search. The Account Activity Report appears:

Account summary
Combined report
Cash position report

Manage saved reports

Saved Raports (Edit)

Quick Links
Positive pa
exceptions manager
Stop payment request
Statements and

documents - account
aalaction

e T e

Account Activity

To view activity for different accounts or to search for specific transactions. go to Account Activity Search To save this search
critena for future use, Craate a Saved Heport

To view more summary data for the acocounts listed below. go to Additional Account Information

Report created
Accounts: Al accounts

Date range: 4/1/2010 to 6/23/2010
Transaction types- All transactions

Account sort Account number

Diotail aption Includes transaction detail

05/23/2010 10.57.12 AM (ET)

o Ly auliong = garch

- Add manual ransactions Download this repart as: | BAIZ filo ~

031101174 = 1990 = Checking -~ Checking

PREAUTHORIZED ACH CREDIT

05/06/2010 BAMNCORP TEST ACH TEST LIVE TEST OF $1.23 ~
BEBR ACH
10 Tolal Calcul 4 Credits (1 lterm) 51.23
M‘t??t?O'I +] GATS . CHECK PAID 51 99 &
047272010 G876 CHECK PaID $1.25 r
04/27/2010 == Ty CHECK PAID $1.26 r
04727 /2010 GETa CHECK PaiD £1.00 r
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Managing Saved Reports

Saved Reports can save you time re-entering report criteria.

Note: A saved report does not save the actual data, just the criteria used to run the
report.

You can manage these reports by clicking (Edit) in the navigation panel next to Saved
Reports. The Manage Saved Reports page appears:

Walcome Reports Transfers and Payments Account So o5 Administration

Deposit Account Reporting | Loan Reports | Statements and

Combine

MAccount a

Account summary

Cash position report

Manage saved reports Cash Position report as you normally would. When the repont displays, it will include a "create a saved report” link. That

Civity

Manage Saved Reports
report From this page. you can rename or delete your saved reportls. You can also run a saved report directly from this page
How to create a saved report. Run an Account Summary report, an Account Activity repornt, a Combinad report, or a

faature 18ta you Save your current report critena 20 you can quickly run tha sama report again. (A saved report doss not
save the actual data in the report, just the eriteria used to run the repor.)

How to run your saved reports. You can run your saved reports from the table below. Also. your saved reports will be
conveniantly listed in the left-side navigation when you are an a Deposit Account Reparting page and when you are on
the Welcome page

You currently have no saved repons

How Dol . Terns FAQs

Create a Saved Report

abrwnE

o

You can use the Create a Saved Report link on the Summary, Transaction Detail and
Combined Reports pages to save frequently used report selection criteria for future use.

You can access the Summary, Transaction, and Combined Report pages by clicking the
appropriate link on the Reports Selection Overview page.

Click the Reports tab. The Reports Section Overview page is displayed.

Click the desired report link. The appropriate Report Criteria page is displayed.

Select the desired report criteria.

Click Generate Report. The appropriate Report page is displayed.

Click the Create a Saved Report link. The Create a Saved Report page is displayed in a
new screen.

Type a report name.

Click Save Report. The report is saved and is available for selection from the Welcome
Page navigation bar and from the Reports page navigation bar.

Run a Saved Report

On the Reports tab, click the link in the Saved Reports (Edit) for the report you wish to
view. The selected report is displayed.

Rename a Report
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To rename a saved report, access the Manage Saved Reports page. In the Report
Description field, type the new name. Click Save Changes and a confirmation appears.

Delete a Saved Report

A saved report can be deleted by clicking the Delete link on the Manage Saved Reports
page for the report to be deleted. The report is deleted and a confirmation appears.
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