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NOTE: The Business e-Solutions User Manual is a Comprehensive document that
details services offered through Business e-Solutions. All services may not be
available and additional documentation may be required.



ONLINE BANKING LOGIN SCREEN

This is the first screen you will see when accessing your accounts from the bank’s login
page. The first time a company signs on they will enter the Online Banking ID for the
Company assigned by the bank in the ID field and the last four digits of the company’s
federal tax ID number in the Password field. All users in your company share the Company
ID and Password. Be sure to safely and appropriately communicate it between your users.

Initial Sign On (for Company)

Ste]lar Excellence. Partnership. Service.

Client Contact Center: 1-868-STLLARL
(1-888-785-5271)

Login to Online Banking Enroll Home

Trouble logging in?
Your ID was sent to you by mail,
Your password starts out as the last 4 digits of your SSN or Tax 1D,

If you do not know your ID or you have further difficulty please contact us at 888-STLLAR1 (888-785-5271)
Online Banking

Registered Users, Please Enter Your Online Banking ID and Password

Online Banking 1D

Submit

* Microsoft Internet Explorer Version S or higher saves user names and passwaords, It will automatically complete any login for you, This allows people at your computer to use your logins
without knowing your passwaords. To see how to turn this feature off, click hera.

FIELD DESCRIPTIONS

Online Banking Company ID: The 12 digit number assigned by the bank during your account
setup.

Password: The last four digits of the company’s Tax ID Number.

Home: Clicking on this tab will take you back to www.stellaronecorp.com

Help: At any time throughout Business e-Solutions you can select the Help feature to view
an explanation of the page and the fields on that page.

Test Browser: This feature allows you to verify that your Internet Browser supports the
required encryption level of 128-bit.

Reset Password: To use this feature you must have entered an email address, Personal
Question and Personal Question answer in the Options page. Click on the link if your
password becomes locked and follow the instructions to reset your password.

PROCEDURES

Type the appropriate Business e-Solutions ID in the ID Field, then click in or tab to the
Password field.

Type the appropriate Password in the Password field.
Click Submit.



CHANGING PASSWORD OPTIONS

The first time you sign on, or when your password has expired, you will be required to
change your password for security reasons. All users in your company share this initial ID &
Password. Be sure to safely and appropriately communicate it between your users.

Home Help Test Browser

To safeguard access to your financial information,

you are required to select a new PIN for future access to this service.
We suggest you select a number that is easy to remember.

Also, you may want to record the number in a secure place

since your financial institution will not have record of it.

Enter your current Password I
Enter your new Password I

Re-enter your new Password I (to verify the change)

[ Subwit |

FIELD DESCRIPTIONS

Current Password: The password that has just expired or your default password if you are a
new user or have had your password reset.

Enter your new Password: The 6-8 digit password of your choice. This must contain
alphanumeric characters.

Re-enter your new password: Re-type the 6-8 digit password from the previous field.

PROCEDURES

Type the appropriate password in the current password field, then click or tab to the next
field.

Type the new 6-8 digit password of your choice, then click or tab to the next field.
Re-enter the exact 6-8 digit password that you entered in the previous field.
Click Submit.



CASH USER LOGIN SCREEN

Enter the User ID and Password assigned by the bank. This ID is unique to each user.

BUSINESS E-SOLUTIONS USER SIGN ON

Ste]lar Excellence. Partnership. Service.

Client Contact Center: 1-868-STLLARL
(1-888-785-5271)

tash User Login

Business e-Solutions ID

Business e-Solutions Password

FIELD DESCRIPTIONS

Business e-Solutions ID: The unique ID of each User. IDs are case sensitive.

Business e-Solutions Password: The password established for your User ID. Passwords are
case sensitive.

PROCEDURES

Type the appropriate User Name in the ID field, then click in or tab to the Password field.

Type the appropriate Password in the Password field, and then click Submit.



BUSINESS E-SOLUTIONS USER SINGLE SIGNON

Upon initial login, and User password change, you will be prompted to enter a new, unique
single signon ID and Password. This ID and Password will be used as the signon
information on all subsequent logins. Each time you log in you will enter this information in
the Business e-Solutions ID and Password fields versus the login for the company.

System Message

Your new Cash Management Password has been activated.

New Single Sign On ID ||

Enter Single Sign On Password (4-4 character, AIphaNumeric]l

Reenter Single Sign On Password |

[Loan




ACCOUNT LISTING PAGE

Ste]larOne Excellence. Partnership. Service.

—

5
Client Contact Center: 1-885-STLLARL
(1-568-785-5271)

Wiew: 5 | 10 | 20 | 50 | 100 | ALL |accounts per page

Checking £71.66 Select Activity ... %
Savings £506.00 Select Activity ...
IR +£2,000.00 Select Activity ... v
cD +1,500.00 Select Activity ...

FIELD DESCRIPTIONS

Note: All available fields are displayed here. Fields enabled for the user will depend on
security access.

Accounts: The Main screen lists the accounts to which you have access through Business e-
Solutions. Click the Pseudo account name for current day information.

Cash Manager: Use this tab to access the ACH, Positive Pay/Recon and Wire modules as
well as User Options. This is where you set up, maintain and send/initiate ACH Batches
(Payroll, Tax Payments, etc) and Wire Transfers. You is also where you upload Positive Pay
files, download files for reconciliation processing and review Positive Pay exceptions.

Options: From the Options tab you can make changes to your Business e-Solutions ID.
Administration is also under Options. (Remember, if you change the initial sign on
information, please communicate this change with all of your company’s users.)

Contact: If you would like to send a secure message to the bank, use the Contact option.
The information you include in the message is not sent through e-mail, but rather a secure
connection. Therefore, feel free to include account information in your correspondence.

Help: At any time while logged in to Business e-Solutions, you can click on Help for more
information about the page you are on or modules you are using.

Privacy Policy: To view our Privacy Policy at any time click on the Privacy Policy tab.

Logout: Please use the Logout tab when you are finished with your Business e-Solutions
session. Upon exiting, you will be directed to www.stellaronecorp.com

Balance: This is the account’s real-time, available balance.
Status: The status of the account - New, Dormant or Closed.

Account Listing: The accounts to which you have been given access via Business e-Solutions
will be listed.

Customer Summary Information: This will summarize the total dollar amount in your
deposit accounts as well as any loan accounts displayed through Business e-Solutions.



ACCOUNT ACTIVIY OPTIONS

Deposit Accounts

| 100 | ALL |accounts per page

Checking £71.66 Selact Activity ... %
Savings £5065.00 Select Activity ...
IR $2,000.00 Download
Statements
=0 $1,500.00 Stop Payrments
Transfers
Loan Accounts MSF Items
Prior Da
Home Equity £1,376.16 Select Activity ... %
Mortgage Loan £4,795.00 Select Aactivity ...
Installment Loan +£3,000.00 Select Activity ... w
Line of Credit t£4,795.00 Dormant Select Activity ... %

Customer Summary Information

4 Deposit accounts with a total balance of $4,077.66
4 Loan accounts with = total balance of $12,966.16

wWou last accessed your account on Aug 22, 2008 08:41:05
Tou have wisited 21 times since Jul 23, 2008 17:12:52

FIELD DESCRIPTIONS

Transactions: Click on this option to view the transactions posted to your account during the
current statement cycle, to search for a specific transaction or to view your account
information.

Download: Allows you to download your transaction history in various formats (Microsoft
Money, Spreadsheet, etc.)

Stop Payments: Allows you to add or view stop payments for your account.

Transfers: Allows you to add, view, edit or delete account-to-account funds transfers that
you have established. Transfers that have been set up by the bank may be viewed only.

Prior Day: Displays the prior day account information for the selected account. This
information will be updated nightly.

Statements: Allows you to view your account statements. Statement history is available for

up to 12 months. You will start accruing statement history when you are established as a
Business e-Solutions customer.



TRANSACTIONS

. - ) - Current Balance: $71.66
VYiew Transactions for: |Check|ng hl Available Funds: $51.66

Current Transactions : Wieww Ranoe:  Since Last Statemert | 7 Davs | 15 Days | 30 Days

ag/17/2008 wWiew Irnage Deposit 50.00 51.66

08/16/2008 1234 Check 1234 [ 65.00) 1.66

08/16/2008 1029010150 Internet banking transfer [ 5,001 66.66

0g/16/2008 1010010053 Internet Transfer from Savings 20.00 7l1.66

ag/12/2008 1025010036 Internet Transfer to Savings [ 1.00) 41.66

08/11/2008 Wiew Image Deposit 35.00 42 .66

08/10/2008 1000020 Bill paid - Music Store [ 10.00) 7.66
CHECEK 1000020

08/09/2008 617000014 Bill paid - Gas Company { 25.00) 17.66
Confirmation number 617000014

Totals (this page): Transactions: 8 Debits: (106.00) Credits: 115.00

FIELD DESCRIPTIONS

Current Account: Use the drop-down menu to change which account’s transactions you are
viewing.

Current Balance: This is your available balance for the current day.

Available Funds: This amount may include additional balances from other account types.
Click the link to see the additional balances.

View Transactions Since: By default, transactions since your last statement will display. Use
the drop-down menu to view the last 7, 15, 30 days or to Search Transactions. You can
change the default setting in Options - Display.



STOP PAYMENTS

Ste]larOne Excellence. Partnership. Service.

Client Contact Center: 1-865-3TLLARL
(1-588-785-5271)

View Stop Payments for: CML DDA 0001 & | Add Stop Payment |

Johry Doe 0472008 dedeTn 100 $10.00 Yoiwy

FIELD DESCRIPTIONS

View Stop Payments for: Using the drop-down menu, select the account for which you
would like to view any stop payments.

Add Stop Payment: Select the account for which you would like to add the stop payment
and then click the New Stop Payment button. (See screen below for adding a stop
payment.)

New Stop Payment g

Hote: * Reguired Field

Add Stop Payment for Account:

* Check Date: |n&/23/2008 =

* Start Check Number: I:l
Begin Amount: k3 |:||:|

* Payee: | |
Remarks: | |
RemarkZ2: | |
Remark3: | |
Remark4: | |
Remark5: | |

=)

PROCEDURES

Check Number: Enter the number of the check for which you are placing the stop.
Amount: Enter the dollar amount of the check.
Payee: Enter the name of the person or company to which you issued the check.

Remark: Enter any remarks about the item or stop payment (e.g. lost check, duplicate).



STOP PAYMENT CONFIRMATION

MNew Stop Payment

Name: John Q. Public
Online Banking ID: 6345% KKK 0K KR
Business e-Solutions 1D:
Account Mame: Checking
Account Mumber: 12345

Check Date: 08/23,/2008
Amount: $1.00
Remark:

Remarkz:
Remark3:
Remarkd:
Remark5s:

e | it |

Receipt of the confirmation page indicates the bank has placed the Stop Payment request on
your account. *Note: to revoke a stop payment placed on your account, please call the
bank directly at 1-888-785-5271.

(The remaining of this page was intentionally left blank)



TRANSFERS

Yiew Transfers for: | Checking

Pending Transfers - Checking
[0 checking Savings £1.00 One-Time 0s/25/2008 Select option...
[0 cChecking Savings £1.00 One-Time 0g/27/2002 Select option... v
O checking Savings £15.00 Immediate 0g/23/2008 Select option... v
Transfer Total (this page): §17.00

Delete Selected

FIELD DESCRIPTIONS

View Transfers for: Using the drop-down menu, select the account for which you would like
to view any scheduled transfers.

Add Transfer From: Select the account for which you would like to transfer funds from.

New Transfer
* Denotes recuired field

* Transfer funds from: Checking ¥ | available Funds: $71.66
* Transfer funds to:

Payment options: MNone
* Transfer amount: I:I . I:I
* [ Frequency:
* Transfer Date: og/z3/2008 | [El

* Transfer Memo

PROCEDURES - Transfer Funds

Transfers funds from: This will default to the account selected on the previous screen. You
may select another available account.

Transfer funds to: Select the account into which you would like to transfer funds.

Payment Options: Different payment options will be available if you are transferring to a
loan account.

Amount to Transfer: Enter the dollar amount of the funds transfer.

Frequency: Choose the frequency for the funds transfer. Options include One-Time, Weekly,
Bi-Weekly, Semi-Monthly and Monthly. (Depending on the frequency selected, additional
fields will display on the page - e.g. expiration date, day of month, etc.).

Date: Enter the date the transfer should be made.

Memo: Enter any descriptive information for the funds transfer. This information will display
with the transaction and on your statement.
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Transfer Funds Confirmation: After clicking Submit, a confirmation will display with the
option to proceed with the Funds Transfer, or cancel the transfer. To turn this confirmation
option off, choose Options - Display.

Transfer Funds Confirmation

Transfer funds from: Checking
Transfer funds to:  Savings
Transfer Amount;  1.00
Frequency: One Time
Transfer on: 2/27 /2000
Transfer Memao:

[ B (==

Upon final confirmation, a page with a confirmation number and transfer details will display.

Transfer Funds Confirmation

Transfer from sccount: Business Checking

Transfer to sccount: Operating Account

Transfer amount: 5100.00

Date: December 06, 2005
Transfer description: Internet banking transfer

Your transfer of funds has been scheduled.

e e e e e e e e e ke e e oo ke e e e ook ke e el ook ok e el ook ok e e
COHNFIBRMATION HUMBER

Please retain this number for your reference
dededed A deod kA d oA Aok Aok Aok ek ke
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PRIOR DAY

Close of Business.... R I
Prior Day Activity

Availabhle Balance.... 1,600.00 Dehits Credits
Collected Balance.... 6, 600.00 ACH Items
Ledger Balance....... &, 600,00 0.oo 0.oo
Hold Amount.......... 0.00
Inclearing
0.00 0.00

One-Day Float.......
Two-Day Float.......

0 the C t
Three—day Float..... ver & Lounter

0.00 500.00
Ovrer 3-day Float ...

Wires

0.00 0.oo
Transfers

a.0o0 10a.aa
Total

0.00 &00. 00

FIELD DESCRIPTIONS

Prior Day information: A summary of transaction dollar amounts posted to your account the
previous business day. This information is updated nightly.

(This remaining of this page was intentionally left blank)
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STATEMENTS

View Statements for: | Checking +

View Statements

This is your statement Select Activity ... %

FIELD DESCRIPTIONS

View Statements/Notices for: Using the drop-down menu, select the account for which you
would like to view your statement.

View Statement/Notice List: Your statement activity will be available for up to 12 months
through Business e-Solutions. Next to the statement you want to view, select the view type.
Options are PDF, HTML, or Text.

Yiew Statement/Notice
Any Customer Date Page 1
Account MNumber 123456789

CHECEING ACCOUNTS
docount Title: Any Customer

BUSINESS SWEEP CHECKING Nuwbher of Enclosures 1}

Account Nunber 123456789 Statewent Dates 02701 thru 02/28

Prewvious Balance 13.52 Days in the statement period 33
2 Deposits/Credits 60.14  Awverage Ledger 21l.68
1 Checks/Debits 2.00  Awerage Collected 21l.68

Serwice Charge .00

Interest Paid ]

Current EBalance 7166

Transactions By Date Posted

Date Description Withdrawals Deposits Balance

02/01 PEEVIOUS BALANCE 13.52

02725 Transfer From Checking 42,14 LE. 66
ACCOUNT NUMEEE 123456789

02/28 Transfer To Checking Z.00 53,66
ACCOUNT NUMEEE 123456789

02/28 Transfer Frow Checking 15.00 71.66

ACCOUNT NUMEEE 123456789
Electronic Banking Transaction Summary
Late Buwount  DR/CR
0Z/25 42,14 CREDIT 0Z/28 15%.00 CREDIT
0Z/28 2.00 DEBIT

13



WIRES - Edit/Add

i et § i T | s
| - Sdfks b — et

-] [REeN] Tranirnd Tamplete Hartary
Chast Contact Conbmr: 1-000-ETULAR]
e et
Custubl tm far Wire Initiatian ks 2200 prm. Wires (nltisted aftes 2:00 gm will be processed the newl Basingss day.
Vinve Wirws forz| Chackes

vew 10 O 20 O 50 O 200

LI Tast et Faady a0 N iy T ey Traos

‘ FIELD DESCRIPTIONS

View Wires for: Using the drop-down menu, select the account for which you would like to
view or edit wire transfers.

Add Wire: Select the account for which you want to add the wire transfer, then click the
Edit/Add button.

Define New Wire for account CML DDA 0001 e

WireName|Testifis |

Credit Account Number|12345

Credit Account Name|TeSt Wire

|Christiansburg. VA

Receiving Bank ABA Number|057402220 Search for ABA £

|
|
Credit Account Addre55|1ﬂ5 ArborDr. |
|
|

Receiving Bank Name|SteIIar One

|Christiansburg, VA 24073

|
Receiving BankAddress|‘lDSArborDr. |
|
|

Remark5|—|
| |
| |
| |

Repetitive Wire []

[ Submit 1 cancel | ]

PROCEDURES - Add Wire Transfer

The default entry screen for a Wire Transfer is Domestic Wire Entry. To enter an
International Wire, click the ‘Click here for international wire input screen’ link. The
additional wire fields will display (see image at bottom of page)

Wire Name: Enter a unique name for the wire. This is for identification purposes only.

14



Credit Account #: Enter the account number which you are crediting.

Credit Account Name: Enter the name of the company or person who will be receiving the
wire.

Credit Account Address: Enter the address of the company or person who will be receiving
the wire.

Receiving Bank ABA Number: Enter the ABA (routing) number of the bank where the credit

account is held. If you do not know this number, use the ‘Search for ABA #' link to search
by bank name, city or state. (See ABA Lookup screens below.)

Receiving Bank Address: Enter the address of the bank to which you are sending the wire
transfer.

Remarks: Enter any remarks or comments for the wire (invoice #, person’s attention).

Repetitive Wire: If you want this wire to be saved on Business e-Solutions so it can be
edited/sent again in the future, click the repetitive check box.

Amount: Enter the amount of the wire transfer.

Submit: Click submit to complete the wire transfer entry. NOTE: You must still Transmit the
wire for it to be processed (see next section).

View: 10 | 20 | 50 100

[0 wire 1
Wfire 2

Transmit Selected

1Pending $£168.97 ¥ 1234567890 Test Bank &
2Initiated £362.61 N 0987654321 Test Bank B

Transmit

WIRES - TRANSMIT SINGLE WIRE

Transmit Wire Transfer From {Mon-Repetitive )
Wire Name: Wire 2
Credit Account Information
Account #fType: 1234567890 / Demand
MName: 4BC Company
Address: 1
Receiving Bank Information
ABA Number: 101102315
Name: ABC Bank
Address: 3
Wire Information
Repetitive Wire: This is set up a5 3 one-bme wire
Amount: £1,000.00
Remarks:

Wire Password
[ rransmicJ concel |

15



PROCEDURES

Transmit Wires: A single Wire Transfer can be transmitted only once daily, and must be
transmitted on the day of processing (cutoff times apply). Future dated wires are not
available. Select Transmit next to the wire, or click the box to the left on one or more wires
to 'Transmit Selected’ wires. Enter in Wire Pin and select Transmit. The Transmit tab will
only display to those users who have authorization to transmit Wire Transfers.

Transmit Wire Transfer From Non-Repetitive )
Wire Name: Wire 2
Credit Account Information
Account & /Type: 1234567850 f Demand
MName: ABC Company
Address: 1
Receiving Bank Information
ABA Number: 101102315
MName: ABC Bank
Address: 1
Wire Information
Repetitive Wire: This is set up as a one-time wire
Amount: £1,000.00
Remarks:

Wire Password
[ Concel |

FIELD DESCRIPTIONS

Wire Password: After verifying the Wire Transfer information is correct, enter your 4-digit
Wire Password assigned by the bank and click Transmit.

16



WIRES - TRANSMIT REPETITIVE WIRE

View: 10 | 20 | 50 | 100

0 wire 1
Wfire 2

Transmit Selected

1Pending £168.97 Y 1234357890 Test Bank &
2Initiated £362.61 N 0987654321 Test Bank B

Transmif

\ PROCEDURES - Transmit Repetitive Wire

Transmit Templates: A Repetitive Wire Transfer can be transmitted multiple times daily, and
must be transmitted on the day of processing (cutoff times apply). Future dated wires are
not available. Select Transmit next to the wire, or click the box to the left on one or more
wires to ‘Transmit Selected’ wires. Enter in Wire Pin and select Transmit. The Transmit tab
will only display to those users who have authorization to transmit Wire Transfers.

Wire Name: Wire 2
Credit Account Information
Account #/Type: 1234567890 / Demand
Name: ABC Company
Address: 1
Receiving Bank Information
ABA Mumber: 101102315
Mame: ABC Bank
Address; 1
Wire Information
Repetitive Wire: v
Amount: £1,000.00
Remarks:

Wire Password
[ Concel |

FIELD DESCRIPTIONS

Wire Password: After verifying the Wire Transfer information is correct, enter your 4-digit
Wire Password assigned by the bank and click Transmit.

17



WIRES - WIRE TRANSFERS REQUIRING DUAL CONTROL

This wire requires two-person authorization hefore it can be transmitted.
Enter your Wire PITY and select Approve to hegin this process.

WireP]:NI

PROCEDURES - Dual Control Wires

Dual Control Wires: If a Wire Transfer is at or above the Dual Control limit for the user, the
wire must be approved by a second user. Upon the second user entering their Wire PIN and
clicking ‘Approve’, the Wire is sent to the bank for processing.

A user’s Dual Control limit can be changed under Options - Cash Mgmt Users.

WIRES - History

Wire History

View Wire History for the past: | Last 7 days

Wire History for 10012005 to 07 /032007
Name Seq Rep Transmitter

Test 466 Y jkesler $2.50 12/01/2006 123455 SIMMOMS FIRST BK

Amount Date Receiving Account Receiving Bank

PROCEDURES - Transmit History

From drop down menu select the time frame for search. All wires processed through
Business e-Solutions will display giving User, amount, date, receiving account and receiving
bank.

WIRES - STATUS OPTIONS

Ready: Wire can be edited, deleted or transmitted.

Initiated: Wire has been transmitted to the Financial Institution.
Processed: Financial Institution has worked with wire.

Approval: Dual Control wire needing to be approved by second user.

Next Day: Wire transmitted after cutoff time and will be process the following business day.

18



ACH BATCH LIST

Craate a new Batch Name for: | Select Company +

ACH Batch Name List Wi 10| 20| 50| Al
18ty

Status  Batch Name: Type: Company: Debit: Credit;

O Ready  Payroll 8/25/08 PPD Company & £1,000.00 £1,000.00 Select option.., ¥

Uploaded 0000002 PPD Company & £655.87 £0.00 Select option... ¥
Total $1,655.87  $1,000.00

Initiate Selected

‘ FIELD DESCRIPTIONS

ACH Batch Name List: This list will contain the ACH Batches you have entered or uploaded
into Business e-Solutions.

Create new batch for: Using the drop-down menu, select the company for which you want
to create a new ACH Batch.

Status
Ready - The batch is ready to be edited or initiated and sent to the bank for processing.

Initiated — The batch has been initiated and sent to the bank for processing, but the bank
has not yet processed the batch.

Processed - The bank has processed the batch. Following the bank’s End of Day processing,
the batch will return to a Ready status.

Uploaded - The batch has been uploaded from a 3™ party software. Batches can be initiated
while in uploaded status.

Batch: Each batch should have a unique batch name. This can be generic (Payroll) or
specific (033106 Payroll).

Type: This is the class code for the ACH Batch.
Company: This is the company for which the batch has been established.

Debits: This is the total of all debit transactions for the batch. Batches must have equal
debits and credits to be initiated. The dollar amounts for batches not in balance will display
in red.

Credits: This is the total of all credit transactions for the batch. Batches must have equal
debits and credits to be initiated. The dollar amounts for batches not in balance will display
in red.

Quick Initiate: To initiate more than one batch at a time, select the batches to initiate by
clicking in the box to the left of the batch. Once the batches have been selected, click Quick
Initiate. You will be able to enter the effective dates on the next screen.

19



New ACH Batch

ACH Batch Name
Header

Batch Name: Payraoll Category Code: PPD - Prearranged Payments and Deposits
Company: Company A Company ID: 11111

Discretionary Data: Entry Description: 08/25/2008

=

' PROCEDURES - Set up a new ACH Batch

At the ACH Batch List page, click on “Create new batch for:” and select company. You will
receive a batch header screen as shown above.

Complete the following fields:

Batch: Enter a unique name for this batch, which can be generic (Payroll) or specific (Payroll
031504).

SEC Code: Choose the correct SEC Code for the batch.

Company: The company selected in the previous screen will prefill.
Company ID: The Tax ID number of the selected company.
Discretionary Data: A description of the batch.

Entry Description: This description, along with the Company Name, will transmit with the
transaction.

Click Submit
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ACH - ADD TRANSACTIONS

Transaction Information:

MName Doe, Johnny Addenda Type | 00-MNo Addenda Information e
ID Number | 1234556789 Addenda

Amount* 500 . |00 |Prenocte []

* Amount canno +t be $0. Ifthe Prencote option is selected. & separate $0 Transac tion of this entry is created.

Receiwing Financial Institution Information:

Routing 00000099 s==srch for AR~ # Account Type Checking
Account Mumber | 122456729 Transaction Type @ Debit & Credit
Status & Active O Hold

PROCEDURES - Add Transactions

Complete the following fields (for multiple records, click *‘Add Multiple Records’, or to Import
Transactions, click ‘Import Transactions’ - see next sections):

Name: Enter the name of the person or company you are going to credit or debit.

ID#: Enter the ID number of the person or company you are going to credit or debit. This
can be a social security number, employee number, nhame, etc.

Amount: Enter the amount of the transaction.

Prenote: If this transaction should also be created as a prenote, click the Prenote box. A
separate Prenote batch will be created. A dollar amount is required to initiate a prenote.

Addenda Type: If this transaction includes addendum, select 05 from the drop-down menu.
If addendum is not included in this transaction, the addenda type should remain as 00.

Addenda: Enter the text to appear as the addendum for this transaction.

Routing #: Enter the routing number for the transaction or use the search feature to look up
the ABA number.

Account Number: Enter the account number to which you will be sending the transaction.

Account Type: Using the drop-down menu, choose the type of account that corresponds to
the account number entered.

Transaction Type: Choose whether the transaction is a Credit or Debit.

Status: You can hold a transaction if you want to include the transaction in the batch, but
you do not want it to be transmitted with the batch this time.

Click Quick Add to enter another transaction.

Click Submit when all transactions have been entered.

*Note: Batches must have equal debits and credits to be initiated.
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ACH - Add Multiple Transactions

Multi-Transacton
Entby / Payroll
£/25/08

[ Prenote *

L T v e ) e I

(ONONONORONONORONONONONONONONO,
(ONONONONONONONONONONONONONONC.
]
(ONONONONONONONONONONONONONONE,
(ONONONORONONORONONONONONONONO,

* Armount cannot be $0. If the Prenote option is selected, a separate $0 Transaction of this entry is created.

PROCEDURES - Add Multiple Transactions

Enter the Name, ID #, Routing #, Account #, Type of Account, Amount and Debit/Credit
designator for each transaction.

Up to 15 transactions may be added per page.

Prenote: Select this option to have the system automatically create a separate $0 prenote
batch, which can be initiated prior to the actual batch.

ACH - Transaction Listing

Edit Batch Name |7 View 10| 20| 50| 100 | &l | Search
Batch Name: |Payr0|l g/25/03 | Category: PPD
Company: Company & Company Id: |123456?89 |
Discretionary Data: |.L‘«CH | Entry Description: |f-‘«CH |
Srnith, Samuel 123456789 123456789 Qoooon99g £500.00 CE Edit [elete
Dioe, Johnny 321654987 65432103210 Qoooon99g £500.00 CE Edit [elete
Payroll Offset 35121 005642021023 ooooono9g £1,000.00 DE. Edit Delete
Total Debits: $1,000.00 Total Credits: $1,000.00
[ [ o
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FIELD DESCRIPTIONS

Add Transaction: Click Add Record to add transactions to the batch.

Submit: Click submit to save the batch and return to the Batch List.

ACH - Import Transactions

Step 1 - Choose The Format

Select Upload Format to Create/Edit: | Select Type to Edit »

Step 24 - If you chose CSY File or Tab-Delimited File

File Layout
Mame: b Account Number: ~
ID Number: e Amount: A
Routing Mumber: *Transaction Code:

*MNOTE: If yvour file does not contain Transaction Codes, provide the following:

Account Type: Checking equals::l Savings equals::l
Transaction Type: Dehit Equals I:I Credit Equals I:I

[ovve [ reset | conce

PROCEDURES - Import Transactions

Type: Select the type of file to be imported (i.e. CSV, Fixed Position or Tab-Delimited).
Select File: Browse for the file. Once selected click on Import.

*Before the Import feature can be used an Import Layout must be defined.

Step 2B - If you chose Fized Position File

File Layout

Begin End Begin End

Name: I:l I:I Account Number: I:I
ID Number: I:I I:I Amount: I:I
Routing Number: I:l I:I *Transaction Code: I:I

il

*WOTE: If your file does not contain Transaction Codes, provide the following:
Begin End

Account Type: I:“:| Checking equals:l:l Savings equals:l:l
Transaction Type:l:ll:l Debit Equals I:I Credit Equals I:I

v [ [ ona|
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FIELD DESCRIPTIONS

Edit Import Format: Select the file type to be imported.

ACH Transactions Import Format: Enter in the position of the information within the file.

ACH - PRENOTE BATCH

Name John Smith Addenda Type 00-Mo Addenda Information D
ID Number 1234646 Addenda

Amount* 5 /00 |Prencte

* Amount cannot be $0. If the Prenote option is selected, a separate $0 Record of this entry is created.

Routing 082801855 Search far ABA # Account Type Checking D
Account Number 1634564 Transaction Type O Dehit ® Credit
Status ® active O Hald

PROCEDURES - Prenote Transactions

To generate a prenote transaction select the Prenote box on the transaction page. The
Business e-Solutions system will create a separate batch containing all transactions from
this batch marked as prenote.

Ready  PNT-Test FPD MY COMPANY $0.00 $0.00 Select Activity. . DI

PROCEDURES - Initiate Prenote Batch

From the batch listing page you will see a new batch labeled PNT. This indicates that the
batch is a prenote batch. From the drop-down menu select initiate to send the prenotes.
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ACH - BATCH ACTIVITY

“Wiew | S0 Batcheas "'I per page. Total Bacchas: 2 Craate new batch for IS'B‘B’I'.E Company =

ACH Batch List

T R T e 11T — —_——

| ] Reaacy March Payrall PPD MY COMPANY $£2.400.00 $2 400,00 |E-|=I|,=r|7t Activity,, ., Li
Procassed PNT-mYy company pr BRD MY COMPANY £0.00 $0.00

FIELD DESCRIPTIONS - Batch Activity Options

View: Use this option to view the transactions entered for this batch.

Download: You can download an ACH file in List (PDF) or NACHA format. List (PDF) format
requires Adobe Acrobat Reader.

Edit: Allows you to edit, delete or add transactions, or to modify the Batch Header
information.

Quick Edit: Allows you to change the amount, debit/credit setting, hold, or prenote status.
Copy: Allows you to make a duplicate of the batch.

Import Transactions: Allows you to import non-NACHA files to create an ACH batch.
Imported files must match your specified Import Layout format (see Import Layout).

Delete: Deletes the batch from Business e-Solutions. The batch will no longer exist in the
batch list for future use.

Initiate: Use this option to select the effective date and to send the batch to the bank for
processing

ACH - BATCH INITIATION

Wigw f'E-!:l Batches "] per page. Total Batches: 2 Create new batch for; [Sefect Company =]

rReady  March Payroll FPD MY COMPANY $2.400.00 %2,400.00 Select Activity... =]
Processed PNT-my company pr PRD MY COMPANY $0.00 $0.00 EWEIE'-"L Acovity..,
W
Download
Edit
Cnck Edic
Copy
Import Transachions
Dalate

PROCEDURES - Initiate ACH

Choose Initiate from the drop-down menu to the right of the batch. To initiate more than
one batch at a time, click the box to the left of the batch or batches, and click ‘Quick
Initiate.
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*Note: Batches must have equal debits and credits for the Initiate or Quick Initiate option to
be available.

Initiate Batch Name “iew 10 | zo | 5o | 1oo | al | sezrch

Batch Mame: Payroll 2/25/08 Category: PPD

Company: Company b Company Id: 123456789

Discretionary Data: ACH Entry Description: ACH

Doe, Johnny 123456789 123456789 aoooooge9g9 £500.00 R

Smith, Samuel 321654087 65432103210 aoooooge9g9 £500.00 R

Payroll Offset 35121 005643021023 gooooo999 £1,000.00 DR

Total Debits: $1,000.00 Total Credits: $1,000.00
Select Effective Date: | Monday, March 03, 2008 V|
Reset amounts to $0.00 after processing batch: []

PROCEDURES - Initiate ACH
Click on the drop-down menu to choose an Effective Date for the batch.

Choose Reset amounts to $0.00 after processing batch if you want the dollar amounts of the
transactions to be zero the next time you edit the batch.

Click Initiate
A system message will display the initiated batch confirmation number.

After the bank processes the batch, the status will change to Processed. The next business
day the batch status will return to Ready and the batch can then be edited or initiated

again.

'S\.'stem Message
Batch newbatch initiated. Confirmation: 0315040001

Create new batch for: ISeIect company 'l

Status Batch Type Company Debits Credits

Initiated March Payroll PPD £2,400.00 £2.400.00 ISeIect Activity... 'l

ACH - UNINITIATE BATCH

Initiated Test FPD MY COMPANY  $£5.00 £5.00 Select Activity... D
Select Activity...
iew

Download
Delete
Uninitiate

PROCEDURES - Uninitiate ACH

Choose Uninitiate from the drop-down menu to the right of the batch.
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Batch Test Batch Code: PPD

Company MY COMPANY Company Id: 123646846
Discretionary Data PaYROLL Entry Description PAYROLL
Initiated By M Restrict Batch

MOTE: Click on a column name to sort records by that column in ascending () or descending (¥) order,

John Smith 1234646 1634564 082901855 $5.00 CR
Offset Offset 168466896 082901855 $5.00 DR

PROCEDURES - Uninitiate ACH

CLICK ON UNINITIATE TO RESET THE BATCH BACK TO READY.
CLICK ON RETURN TO CANCEL THE UNINITIATE REQUEST.

SEARCH ACH

Search Transactions

S Transaction(s) found |

Wiew 10| zo | so | 100 ] Al Search

Search Results

Doe, lohnny 123456789 Payroll 8/25/08 123456789 £500.00 CR Edit Celete
Srith, Samuel 321654987 Payroll 8/25/02 65432103210 £500.00 CR Edit Delete

Payroll Offset 35121 Payroll 8/25/02 005643021023 $1,000.00 DR Edit Delete
Company & ooooanz 01002724 £31.24 DR Edit Delete
Company B aoooooz 11002607 £15.50 CR Edit Delete

PROCEDURES - Search ACH

You can search across all batches for a record or transaction. Enter the search criteria and
click Search.

The results will allow you to make changes or delete transactions from one screen, versus
searching through each batch one at a time.
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UPLOAD ACH

Upload ACH File

Enter the name of the file you wish to upload (some browsers will provide a Browse button to help vou find the file),
Click the Upload button. If you are consistently having trouble uploading your ACH file, you may want to try another
uploading method by clicking here,

File MName: | |[ Browse... |

PROCEDURES - Upload ACH

File Name: Enter the file name/path or Browse for the NACHA formatted file you want to
upload.

Click Upload
To check the status of the upload, click File Status from the menu bar.

File Status Results

Uploaded

ACH 08/20/2008
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TAX PAYMENTS - FEDERAL

Batch Name Tax FD Receiving Routing Number Lookup
Pay to Federal v Receiving Account Number
Company Name Select Company % Tax Period mrndd Sy
Tax Code v
Taxpayer ID
Payment Amount ] .|aa
Pay from Account Checking +
Tax Information ID 1 Amount|0 .|00
Tax Information ID 2 Amount|0 .00
Tax Information ID 3 Amount|0 .00
=

PROCEDURES - Add Tax Payment - Federal

Select Tax Payments from the ACH Menu and complete the following fields:
Category: Enter a unique Batch Name or Number for this tax payment.
Pay to: Using the drop-down menu, choose Federal.

Company Name: Using the drop-down menu, choose the company for which you want to
make the tax payment.

Tax Code: Click on the drop-down menu and select the type of tax you are paying.
Taxpayer ID: Enter the Company’s Tax ID Number.
Payment Amount: Enter the amount of the tax payment.

Pay from Account: Using the drop-down menu, select the account from which you want the
funds for the tax payment debited.

Receiving Institution: Click on the Lookup link to select the Bank that receives Federal Tax
Payments for your region. Choosing the bank will fill in the Routing and Account Number
fields.

Tax Period: Enter the Tax Period for which you are making the payment.
For use with Tax Code 94105 - Employer’s Quarterly Tax Return
Tax Information ID 1: Amount: The Social Security portion of the payment.
Tax Information ID 2: Amount: The Medicare portion of the payment.
Tax Information ID 3: Amount: The Withholding portion of the payment.
Click Submit to complete the entry or Quick Add to add another Tax Payment.

You will be brought back to the ACH Batch List. The message successfully added Tax
Payment will display.

You must initiate the batch to the bank for processing.
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TAX PAYMENTS - STATE

Batch Name Taw 5T Receiving Routing Mumber Lookup
Pay to State A Receiving Account Number
Company Name Select Company % Tax Period mirnfddfyyyy
Tax Code Lookupn
Taxpayer ID
Amount Type Code Loakup
Payment Amount ] ]
Pay from Account Checking %
[cona |

PROCEDURES - Add Tax Payment - State

Select Tax Payments from the ACH Menu and complete the following fields:
Category: Enter a unique Batch Name or Number for this tax payment.
Pay to: Using the drop-down menu, choose the Tax Authority you want to pay.

Company Name: Using the drop-down menu, choose the company for which you want to
make the tax payment.

Tax Code: Click on the Lookup link and select the type of tax you are paying.
Taxpayer ID: Enter the Company’s Tax ID Number.

Amount Type Code: Click on the Lookup link to select the Amount Type Code for the type of
tax you are paying.

Payment Amount: Enter the amount of the tax payment.

Pay from Account: Using the drop-down menu, select the account from which you want the
funds for the tax payment debited.

Receiving Institution: Click on the Lookup link to select the Bank that receives Tax
Payments for your state. Choosing the Receiving Institution will fill in the Routing and
Account Number fields.

Tax Period: Enter the Tax Period for which you are making the payment.
Click Submit to complete the entry or Quick Add to add another Tax Payment.

You will be brought back to the ACH Batch List. The message successfully added Tax
Payment will display.

You must initiate the batch to the bank for processing.
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ACH - History

View: ZDays | 15 Days | 30 Days | Search

File Status History 7
Initiated Effective Batch Name Type Company Debits  Credits  Details
10/02/2007 10/25/2007 TEST BATCH PPD TEST COMPANY $5.00 £6.00 View
11/10/2007 11/24/2007 PMT-test batch PPD TEST COMPANY £0.00 £0.00 \iew
11/10/2007 11/23/2007 0000008 PPD TEST COMPANY $£2.00 £2.00 \iew
12/22/2007 01/09/2008 create a batch PPD  TEST COMPANY $3.00 $£3.00  \iew

PROCEDURES - Search ACH History

User can search for and view ACH batches that have been processed through Business e-
Solutions. User will be able to see who initiated the batch, effective date, batch name, SEC
code, Company, total debits, total credits and a listing of the transactions within the batch.

ARP (ACCOUNT RECONCILIATION/POSITIVE PAY) - ITEMS

Items Download U

View items for: | Money Mk 0002

View fWork ARP Items
Check Number Amount Pay Protected Yiew

0 500,00 View

FIELD DESCRIPTIONS

Check Number: Serial humber of exception item.

Amount: Dollar amount of exception item.

Pay: Check the box to pay the item or leave box unchecked to have item returned.
Protected: Padlock will display if item can not be worked at this time.

View: Provides more detailed information about item. This will not display item image.

PROCEDURE - Work Exception Items

Determine whether the item is okay to pay or needs to be returned. If okay to pay check
the Pay box or leave unchecked to return item. Once decision is made, click on Submit.
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ARP (ACCOUNT RECONCILIATION/POSITIVE PAY) - DOWNLOAD

Download ARP Items

Dovinload ARP Items for: | Selec Account vl
Select Files to Download

To download:
1, Right-chck the link below,
2. Select Save Tanget As... from the menu
3, Use the dialog box to save the file in the folder you wish,

CESCRIPTION  Ukptod0 Char DESCEIFTION _ Lipto 40 Char

CESCRIPTION _ Upted0 Char DESCRIPTION _ Lp o 40 Char,

CESCRIPTION Upkadl Char CESCRIPTION Upts a0 Char

FIELD DESCRIPTIONS

Download ARP Items for: Select account to download output file from.

PROCEDURE - Download ARP Files

Select the account to download files for. If there are any files available they will display.
Click on link to view file.

ARP (ACCOUNT RECONCILIATION/POSITIVE PAY) — UPLOAD

Upload file for:  Money Mk 0002 Type: | Fixed Postion

Upload ARP File
Enter the name of the file you wish to upload (some browsers will provide a Browse button to help you find the file). Click the ¢pload button. If you are
consistently having trouble uploading your ARP file, you may want to try another uploading method by clicking here.

File Name |

FIELD DESCRIPTIONS

Upload file for: Select account issued items are for.
Type: Select the type of file being uploaded.
File Name: Browse for the issued items file to be uploaded.

PROCEDURE - Upload ARP Files

Select the account number and file type for this upload. Browse for the file. Once selected
click on the Upload option. When the upload process is complete the status will display as
View Details in the File Status tab. Click on the link to approve the issued items.



ARP (ACCOUNT RECONCILIATION/POSITIVE PAY) - EDIT UPLOAD FORMAT

Edit Upload Type: Select Type to Edit

Upload ARP/POSPAY File
Select the type of file you want to import to identify the field and position placement for your file, Once this layout is established, this format will be the
default layout for uploaded files of this type.

‘ FIELD DESCRIPTIONS

Edit Upload Type: File type that will be uploaded (Fixed Position or CSV).

‘ PROCEDURE - Upload ARP Files

Select the appropriate file type. Enter in the position information for the fields used in the
file. Not all fields will be used.
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Users

User ID Add User
I -

Cash User Listing

DEMO Account
DEMO Account 2 DEMOZ 0K | Select ... v

FIELD DESCRIPTIONS

User ID: The Business e-Solutions ID assigned to the user.
User Name: The name of the user.

Status: Status options are OK or Locked. The company’s Administrative User can unlock
other user’s IDs.

Add User: Enter the name of the new user (case sensitive) and click Add User to set up a
new User.

USER SETTINGS

Cash User Settings

* Denotes required field
* User Name: DEMO Account
* Administration: Partial hd
* PIMN: Hote: Leave blank to keep current PIN
* Wire PIN: Hote: Leave blank to keep current PIN

Allow User Download:

Hold User: O

E-mail Address: |y0urEmail@vDurISP.cum

O Enable Select Payments Access for this User
Daily ACH Limit: 10000 Per Wire Limit: 10000
Transfer Limit: 993999939 Daily Wire Limit: 10000
Dual Wire Control: O Dual Wire Control Limit: |0
Daily Per
ACH 1000 . wire [100000 !
Limit Limit
Transfer (555550009 \,Dvanlrlg 100000
Limit ' Limit -

Dual

Dual ©

- L S CR—
g::;?rnl O Control 3

Limit
Initiate ACH Delete ACH Restricted Category Access
[ submit ] cancer |
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PROCEDURE - Add New Business e-Solutions User — User Settings

Complete the following fields:
User ID: This is established on the previous screen (Add User field)
User Name: Enter the full name of the new user.

User Held: If you want to block the User’s access to the system, place a check mark in the
box. This can be used at any time if the user should be away from work for a period of time
and you do not want them to log in. When a User is locked due to too many invalid login
attempts, this box will be checked. To unlock a user, un-check the box and type over the
user’s password to reset it. Leave the password fields blank to keep the current password.

Password: Enter the password for the user’s sign on to Business e-Solutions. The user will
be required to change this when they log in.

Administration:

Yes — The User will be able to add or edit other Users, as well as make changes to the
Business e-Solutions Options (PIN, Pseudo Account Names, etc.)

Partial — The User will be able to make changes to Business e-Solutions Options, but not add
or edit Users.

No — The User will only be able to change their User password or Wire PIN (if applicable).

View — The User will be able to view other User’s setup information, but not make any
changes.

Allow Download: If the user should have access to download Prior Day Information files,
check the box.

Wire PIN: If this user will have rights to Transmit Wire Transfers, enter a 4-digit wire
password. This field is required if the Transmit Wires option is selected in the next section.

E-Mail Address: Enter the e-mail address of this user. This will be used to notify the user of
responses to a secure message.

Daily ACH Limit: Enter the maximum dollar amount that the user will be able to initiate. This
amount is per day. More than one batch up to this limit may be sent by the user in the
same day. Batches initiated by all users cannot exceed the limits set for the company.

Per Wire Limit: Enter the maximum dollar amount that the user will be able to initiate. This
amount is per Wire Transfer. More than one wire up to this limit may be sent by the user in
the same day. Wires initiated by all users cannot exceed the limits set for the company.

Transfer Limit: Enter the maximum dollar amount that the user will be able to transfer to
another account. This amount is per transfer.

Daily Wire Limit: Enter the maximum dollar amount that the user will be able to initiate or
approve per day. Wires that this user approves or transmits will be checked against this
limit.

Dual Control: Check the box if wires for this user will require approval by a second user.

Dual Control Limit: If the Dual Control box is checked, all wires at and above the Dual
Control Limit will require approval by a second user.

ACH Controls

Display ACH: Allows the user to view ACH batches and the associated transactions.
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Work with ACH: Allows the user to add, edit, and delete ACH transactions from a batch, and
create new ACH batches.

Initiate ACH: Allows the user to send an ACH batch to the bank for processing.

Full ACH Control: Allows the user to utilize all of their assigned functions without another
user’s involvement. If Full Control is not selected, users that create a batch will not be able
to initiate the batch unless another user edits the batch first. Another user with Initiate
capability can initiate the batch at any time.

Upload ACH: Allows the user to upload NACHA files.
Delete ACH: Allows the user to delete ACH batches.
Import ACH: Allows the user to import transactions (CSV, Fixed-position, etc.) in to a batch.

Update ACH: Allows the user to re-import transactions in to a batch to update the dollar
amount of the transactions.

Restricted Batch Access: Allows the user to create and view ACH Batches that only
Restricted Batch Access users can view, edit, or initiate.

DEFAULT SETTINGS

Cash User Setting
User ID: DEMO
[] Transaction Inquiry Define Non-Rep Wires [0 upload Positive Pay
Statement Inquiry Edit Non-Rep Wires [0 work Positive Pay Items
[] Current Day Balance Define Rep Wires [ Download ARP File
[] Prior Day Balance Edit Rep Wires [0 upload ARP
Stop Inquiry [0 Transmit Wires [0 work ARP Items
Stop Additions [0 Full Wire Control Transfers
Dovenload Views Rates [ o©rder Checks
[ EStatements [l PowerPay
Select Accounts
[0 select all
Checking Savings IRA CcD
Home Equity Mortgage Loan Installment Loan Line of Credit
[eoncer

PROCEDURE - Add New User - Global Settings

Select the options to which the User will have access. Options with a shaded box cannot be
selected. Options allowed at the Business e-Solutions ID level will be checked by default.

Select the accounts that the User will have access to.
Click Submit
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Edit Cash Management User
User ID user 1
User Name ‘ | Administration Mo >
Password l:l [ Hold user
Wire Password l:l Allow User Download
E-mail Address ‘ |
Limits Controls
Dual Wire Control O Dual Wire Control Limit I:l
[1 pisplay/Download ACH (] work with ACH [] 1Initiate ACH [] Import Transaction
[] Full ACH Control O Upload ACH [0 Delete ACH [] uUpdate Transaction
[0 Restricted Batch Name Access
==

PROCEDURE - Add New Business e-Solutions User — Account Settings

Edit Wire Controls: Further control the limits and Dual Control setting for the selected
account.

Edit Access Rights: Select the options to which the User will have access on an account-by-
account basis. Options with a shaded box cannot be selected. Options allowed on the
Default Settings screen will be checked by default for the accounts to which the user has
access. Use the ‘View Access for Account’ drop-down menu to change accounts.

Click Submit

OPTIONS

SECURITY

Ste]laJOne Excellence. Partnership. Service.

Client Contact Center: 1-888-5TLLARL
{1-388-785-5271)

Modify Personal Settings

Current Email Address: yoUrEmail@yourlSP.com
Change Email Address: | |

Reenter New Email Address: | |
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Modify Login Information l

Online Banking ID Q321000% KK "
HOTE: IDs
must
include at

Enter Mew least one

letter. Can
not start
with &
nurmber.
Enter Mewy Again
Online Banking PIN
Enter Current
HOTE: PIN
must be
Enter Mew Alpha-
Mumeric 4
characters .
Erter Mew Again
Cash Management PIN:
Enter Current
HOTE: PIR
must be
Erter Mew Alphia-

Mumeric 4
characters

Enter Mewy Again

Cash Management Wire PIN:
Enter Current

Enter Mew

Erter Mew Again

FIELD DESCRIPTIONS - Security

Change E-mail Address: The e-mail address for the Business e-Solutions ID (Company).
An e-mail address must be entered in order to use the Password Self Reset feature. Only
Full or Partial Administrators will have access to this field.

Personal Question: A question of your choice that will be presented when using the
Password Self Reset feature. Only Full or Partial Administrators will have access to this
field.

Personal Question Answer: The answer to the Personal Question, which will need to be
entered when using the Password Self Reset feature. Only Full or Partial Administrators will
have access to this field.

Online Banking ID: The Online Banking ID for the Business e-Solutions ID (Company). The
Online Banking ID is used as a way to log in to Business e-Solutions instead of using the 12-
digit Business e-Solutions ID. Only Full or Partial Administrators will have access to this
field.

Online Banking Password (PIN): The password for the Business e-Solutions ID (Company).
Passwords must meet the criteria displayed to the left of the Password option. Only Full or
Partial Administrators will have access to this field.

Cash Management Password (PIN): The password for the Business e-Solution company
user.

Cash Management Wire Password (PIN): The password needed for Business e-Solution
company users to transmit a Wire Transfer.
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Click Submit to save changes.

ACCOUNT SETTINGS

Account Optons

Checking

Savings

[RA

Home Equity

Mortgage Loan

Installment Loan

Ling of Credit

| |
| |
| |
o | |
| |
| |
| |
| |

FIELD DESCRIPTIONS - Account Settings

Account Pseudo Names: Edit the display names for your accounts. For security reasons,
please do not name the accounts your account number. Pseudo names cannot contain
special characters.

Account Display Order: Edit the order in which your accounts are displayed on the Account
Listing Page, as well as all account drop-down menus.

Only Full or Partial Administrators will have access to this tab.

ALERTS

Event Alert Options

Edit Event Alerts

Receiving Incoming ACH Credit Sign-in
Insufficient Funds (MNSF) Sign-in

Add Balance Alerts

$£999,909,999.00B0th Edit Delete
289922 DDA 0002 Below $500.00Both Edit Delete

Item Alert Options 7 add Itern slert

Checking 1235 Both Edit Delete
Personal Alert Options ? Add [tem Alert
09/01,/08 My Dad's Birthday Both Edit Delete




FIELD DESCRIPTIONS - Alerts

Alert notification can be e-mailed or viewed upon login to Business e-Solutions. Additional
fees may apply for e-mailed alerts.

Event Alert Options: Add alerts regarding incoming/outgoing ACH or Wires, ARP
Notifications, etc. These events will remain active until edited by the user.

Balance Alert Options: Choose per account to be alerted of changes in your balance. These
alerts will remain active until edited by the user.

Item Alert Options: Add alerts to notify you of a particular check clearing your account.
These alerts will automatically delete when the activity occurs.

Personal Alert Options: Add text alerts to notify you on the selected date. These alerts will
automatically delete after the alert has occurred.

DISPLAY OPTIONS

Display Optons

coounts @&y 10 & ozo O S0 O 100
MTransactions ¢ Since Last Statement 2 7 Days 2 15 Days (= 20 Days {2 Search History
WCH Batches 10 @ z0 2 S50 «» 100
&CH Transactions ¢» 10 @& 2o » SO0 » 100
wires - Transmit & 10 » 2o 2 S0 ¢ 100
vilires - Editfadd < 10 20 [O=1] < 100
i H Histary 7 Days & 15 Days (320 Days ) Search Histary
wilire History 7 Days (15 Days (320 Days 2 Search History
Download Lines C0one @ Two O Three  Oall
Mransfer Confirmation @ ves (O MNo
==

FIELD DESCRIPTIONS - Display Options

Choose the default display options for the options listed.

FILE STATUS

Uploaded Files | |

Refresh List
File Status Results

File Name Format Type Related Account Upload Date -~ Status
Ach Import.cswy Comma  ACH M8 05/24,/2007 Uploaded
ACH file. ach MACHS  ACH 7S 05/24/2007 Uploaded

All files uploaded in to Business e-Solutions will be listed here with the upload date and
upload status. Uploaded files will display for 7 calendar days.
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