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o chER General Information

What’s in this Chapter

The Online Banking (OLB) system is the secure online web site that allows
users to manage their accounts online. This manual covers the basic retail
services offered, which are organized under the tabs Home, Accounts, Bills &
Payments, and Transfers. Additional key Online Banking functions are
available from the Messages, Notify Me Alerts, and Services & Settings pages,
which are accessible at any time through the Welcome Center.

The number of tabs you see depends on the services your financial institution
supports.

= If your institution offers the My Spending feature and you are a retail user,
you also see a My Spending tab.

= If your institution offers Cash Management services and you are a
commercial user, you also see a Cash Management tab. Refer to the
Online Business Banking Cash Management User’s Guide for details.

= The Bills & Payments tab is present by default, but you cannot use it
until you sign up for Online Bill Pay services with your financial institution.

Basic Services

Home Tab

The Home tab is the Online Banking start page. It provides an overview of
your Online Banking accounts in a compact, simplified format. When you need
more detail than the Home tab provides, it has links to let you jump directly to
the appropriate pages.

On the Home tab, you can do the following.

= See basic information on the accounts

= Get an overview of your spending in the My Spending module

= Set certain accounts as Favorites

= See your Spendable Balance

= See new messages that come into your message inbox

= See advertisements and service offers from your institution
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Chapter 1: General Information 8

The Home tab appears as follows.

Welcome John Doe~  Log Out  Contact Us £ Messages v Ll Alerts
yyour money. your way.
Accounts v Bills & Payments Transfers v My Spending
Spendable Balance & Last Login: 01/26/18 at 04:41 PMCST =, Print ) Help

> 20,598

What's my Spendable Balance?

Home

ALL ACCOUNTS FAVORITES %

My Spending
Ths ek —~ ol = Money | Can Spend pvailable  Previous Day
"\ 0 ) My Checking «ooss % $22,129.11 $23,063.60
Left Spendable Balance Account
Category Watch - February 23 days left TOTAL §22,129.11 $23,063.60
Entertainm...
$790 Money | Owe Balance Auailable
Left
5 CREDIT CARD 3456 $0.00 Last updated - 1/29/2018 at
Chase Bank - Credit Card 1:11AM CST

Unread Messages

Recent Activity

You have no unread messages at this Q CREDIT CARD 6789 $99.00 Last updated - 1/29/2018 at
Chase Bank - Credit Card 1:11AM CST

Recent Activity

My Credit Card »ss3s % -$9,056.01 -$9,056.01 $450.68 due 7/3/2012
My Loan «oes3 vy $6,532.39 N/A $219.95 due 7/18/2017
TOTAL  $2,424.62 -$0,036.01
Money I'm Saving Available Previaus Day
My CD »sz17vr $57,136.99 $57,136.99
My IRA =7650 % $40,797.52 $40,797.52
My Savings ose # §76,955.47 -$32,936.98
TOTAL  §174,889.98 $64,997.53

Want to see your account balances from other financial institutions &Add Outside Balance
without leaving Any Institution ? You can!
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Chapter 1: General Information 9 I

Accounts Tab

Users can manage their online accounts using the Accounts tab. Depending on
the services your financial institution offers, users may be able to do any of
the following.

= View account information, monthly statements, and transaction histories
= Transfer money between online accounts

= Download transaction histories into personal finance software, such as
Microsoft® Money and Intuit® Quicken®, or spreadsheets, such as Microsoft
Excel®

= View loan rates and loan payoff details
®  View credit card transaction histories

= View check images, statements, or other documents online

ONLINE BANKING BASIC SERVICES USER’S GUIDE
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Chapter 1: General Information 10

The main Accounts tab page lists information about the currently selected
account, including the account balance and the date this balance was

obtained.
Welcome John Doe~  LogOut  Contact Us I Messages v Ll Alerts v
yj»‘our money. your way.
Accounts v Bills & Payments Transfers v My Spending
Spendable Balance €D Add An Account gy Print ) Help

My Checking *ooss

What's my Spendable Balance?

Q _Gc to Account $22’1 29“' 1 823406360
Available Balance Previous Day Balance

More Details & Routing Numbers

as of 2/05/2018 1:00 AM Statements
My Checking
*0058 $22,129.11 Balance Adjustment Overdraft Limit Statements & Documents

-8934.49 $1,000.00 Stap Check Payment
My Savings Future View
*0D056 $76,955.47 Update Balance

$40,797.52 ACTIVITY ALERTS
2 recent Manage Alerts

My Credit Card

*0939 -$9,056.01
=] view All

Transfers Find transaction 02/01/2018 - 02/07/2018 Download File

Qutside Accounts More options

The Avasilable Balance is your account balance at the close of the previous business day less any withdrawals, checks andfor us cash deposits, direct deposits and transfers 2s well

as your primary atached line of crecit or transfer account

A" indicates a discrepancy between the account balance and the transactions listed far the account. This can be due ta unposted transactions nat yet

received by , a transaction not accounted for, or various other accounting reasens.

Date = Description = & Category ® Credit Debit Balance
2/06/2018 Unposted: ACH Debit 2.00 22,129.11
2/06/2018 Unposted: ACH Debit 25.00 2213111
2/05/2018 Trans Type Other e 447 61 22,156.11
2/05/2018 Advance Reversal Other v 588.96 22,603.72
2/05/2018 Check [Za) Other g 44.42 22,014.76
2/05/2018 Trans Type Other e 908.07 21,970.34
2/05/2018 Unamertized Cos Gas/Transport e 692.34 22,878.41

Refer to the Accounts Tab chapter for more information.
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Transfers

Tab

Users can schedule account-to-account funds transfers using the Transfers
tab. Depending on the services your financial institution offers, users have
access to the following features.

= View and schedule account-to-account funds transfers

= View and schedule account-to-external account transfers

= View and print transfers histories

= Pay loan or credit card bills online

The Transfers tab allows users to view their pending account-to-account funds

transfers.
. . Welcome John Doe~ LogOut ContactUs o Messages~ Ll Alerts v
Anylnstitution
YOur money. your way.
Home Accounts v Bills & Payments Transfers ~ My Spending
&=} Print this page ) Help
Transfers

Schedule Single Transfer

Iwanttov | Pending Transfers

From:

Transfer

Description:

Amount: §

Frequency:

Period:

Scheduled Date:

Transfers to or from accounts at other financial institutions must
be scheduled at least one business day in advance of the need cash
effective date of the transfer.

My Checking Checking *0058

Balance: $3,002.81

My Checking Checking *0058

Balance: $3,002.81

One-Time

Once

Transfer Description

From: My Savings Sa...
To: My Checking Che...

Amount Date Actions

$500.00 03/14/2016 | wanttowv

-| *
|:| College stipend $150.00 | want tov

From: My Checking C...
To: External Checking

Recent Transfers

Transfer Description

topup
From: My Savings Savings *0056
To: My Checking Checking *0058

add more
E| From: My Savings Savings *0056
To: My Checking Checking *UUb8

11/16/2016 m(MM;‘DD/YYYY)

[ Create transfer template after this transfer is

submitted

Cut-off Time: 3:30 pm CST
External Transfer Cut-off Time:

4:00 pm CST

Amount Date

$4,220.00 11/15/2016

$3,000.00 11/15/2016

View Transfer History >

Refer to the Transfers Tab chapter for more information.
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Chapter 1: General Information 12 I

My Spending Tab

The My Spending tab provides various ways for users to monitor their
spending.

Welcome John Doe ¥  Log Out  ContactUs 4 Messages ¥ [l Alerts v

AnyInstitution

your money. your way.

Accounts v Bills & Payments Transfers v My Spending

Spendable Balance ©

> 20,598

= Print ) Help

Overview My Checking *0058
What's my Spendable Balance?
Overview How's My Spending?
Budgeting Tips Manage Categories Get Email Updates
February 2018 Total Spending This Week Category Watch - February
_ not including Bills 9-23 days left
e L 9 -6 days left )

Entertainment

- 516 790
Left Left
5284 $300 S0 $790
Spent Limit Spent Limit
Track by Paycheck I Update Categories / Limits
Whel‘e D|d My MOI‘Iey GO? Planning tips
£ DEC2017 JANUARY 2018 FEB2018
Money In and Out - Jan 1 70 Jan 31 Spending Breakdown - Jznuary
Deposited $351 Restaurant +4951 >
Bills Paid $799 Other +#£1,713 >
Transferred $4,789 3
) Shopping +51,790
Spent (includes credits) $1 1,614
Cash/ATM +51,838 )
GasiTransport +55322 >

Numbers are rounded to the nearest dollar, so totals may be impacted.

The How’s My Spending section indicates spending graphically using
gauge-style displays. Total spending by a given time period is shown, and the
spending in up to three particular transaction categories can be tracked
separately. If the user opts to set limits for overall or category spending, the
gauges indicate how actual spending to date compares to the limits, and can
even send alerts to the user when spending approaches the limits.

The Where Did My Money Go? section provides additional ways to track cash
flow in Online Banking accounts. The user can step back in history to review
previous months, and select spending categories to see transaction histories.

Refer to the My Spending Tab chapter for more information.
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Messages Page

The Messages page is available via the Messages supermenu in the Welcome
Center. Users can read notifications from the financial institution concerning
their accounts using the Messages page. These messages can include answers
to emailed questions, responses to requests for technical help, or messages
generated automatically by the system, such as rescheduling a transfer due to

insufficient funds.

Users have access to the following services.

= Read notifications from the financial institution

= Send secure (encrypted) messages to the financial institution

= Reply to received messages or broadcast messages from your financial
institution, or reply to system-generated alerts

= Send attachments with your messages

The Messages page appears as follows.

. . Welcome John Doe~ Log Out Contact Us @ Messages~ L1 Alerts -
Anylnstitution
YOUr money. your way.
Home Accounts v Bills & Payments Transfers ~ My Spending
= Print €9 Help
Note: All messages will be deleted after 120 days.
All MESSHQES All Messages E‘ | want tov
% Sent % Subject Category
= 11/15/2016 10:34:04 am New Check Policy General Account
CSsT Information
= 9/12/2076 10:54:58 am Passcode Changed! Security Related Message
CcDT
=] 10/27/2015 12:00:00 am test Broadcast Message
coT
= 7/1/201512:00:00 am CDT  Personal Financial Manager Now Available! Broadcast Message
‘ Delete Selected Messages

Refer to the Messages chapter for more information.
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Notify Me Alerts Page

The Notify Me Alerts page is available via the Alerts supermenu in the
Welcome Center. Users can select and configure automatic notifications to be
sent to them when certain events occur using the Notify Me Alerts page. The
Online Banking system provides three types of alerts. Account Activity alerts
notify users of events on their accounts, such as balances, transfers, and
deposits. Messaging alerts notify users of secure messages waiting for them
on the website. Security alerts notify users of events that could potentially
affect their online access.

ONLINE BANKING BASIC SERVICES USER’S GUIDE
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The Notify Me Alerts page has a Contact Information section showing possible
delivery modes, and three sub-tabs to organize the different alert types.

Welcome John Doe v Log Out Contact Us o Messages~ [\ Alerts

Anylnstitution

YOUr money. your way.

Home Accounts v Bills & Payments Transfers ~ My Spending

O Hep

Notify Me Alerts

The Notify Me Alerts feature allows you to receive email and text notificatians of important accaunt related, security related activities and messages. Click here far
important information about managing your email and text alerts.

Contact Information for Alerts | want to
Primary Email Address: jchndoe@example.com Secondary Email Address: johndoe2@example.com
Mobile Phone: 302-456-1234 Enroll to receive text alerts*

Click the "Enroll to receive text alerts” link above if you wish to receive text alerts on your mobile device. A text message containing a
registration code will be sent to your mobile device* . Please enter the registration code provided in the message on the next screen to
successfully enroll for text alerts.

* Carrier charges may apply.

Account Activity Alerts Messaging Alerts Security Alerts I want tov

You can elect to be notified whenever any of the following activity occurs on the selected accounts. Click here for a definition of each
alert.

Choose "Edit Account Activity Alerts" from the Actions menu on this header to set alerts and their delivery methods for one or more
accounts. To set an alert for one or more accounts cheose "Edit” from the "l want to.." Actions menu located on the row with each alert

type
Account Activity Alerts # of Accounts Selected Actions
with my balance Not Set | want to v
if account is overdrawn 1 Account | want to v
if balance is higher than.. Not Set I want tov
if balance is lower than... 1 Account | want tov
if a check # clears Not Set | want to v
for deposits more than.. 1 Account | want tov
for transactions more than... Not Set | want tov
when account document is available 2 Accounts | want tov
when account statement is available Not Set | want tov

On an alert-by-alert basis, users can control the following.
= Which alerts they want to receive
= How alerts will be delivered:

¢ To the Primary email address

+ To the Secondary email address

ONLINE BANKING BASIC SERVICES USER’S GUIDE
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Chapter 1: General Information 16 I

+ To a mobile device (provided the financial institution supports SMS text
messaging).

= Parameters (such as dollar amounts) for certain alerts

Refer to the Alerts chapter for more information.

Services & Settings Page

The Messages page is available via the Contact Us link in the Welcome
Center, or the All Services & Settings item in the Welcome menu. Users can
access a variety of links to help manage their online accounts using the
Services & Settings page. Depending on the services your financial institution
offers, users have access to features including the following.

= Add new online accounts or services

= Change passcodes and security verification question/answer
= Activate security tokens

= Update address information

= Set an account to a “"No View” state

= Reorder checks

= Order copies of documents, such as canceled checks, disclosure forms,
and loan agreements

= Request to stop payment on checks
= Customize your session

= Send questions or comments to the financial institution through encrypted
messaging

= Look up contact information for the financial institution

ONLINE BANKING BASIC SERVICES USER’S GUIDE
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The Services & Settings page appears as follows.

: . . Welcome John Doe v Log Out  Contact Us @ Messages~ [ Alerts -
Anylnstitution
YOUr money. your way.
Home Accounts v Bills & Payments Transfers v My Spending
O Hep

Services & Settings

Quick Links - Get the help you need faster

Change passcode

Stop check payment

Change phone, email or
address

View statements &
documents

All Services & Settings

Reorder checks

Security Actions
Stop check payment

Preferences

Transaction categories

Add external transfer account

Banking Services

Mobile Management

Commercial Mobile Management

Contact Us

. 800-419-8804
Fax  512-493-2500

= Send aSecure
Message

Any Institution
11950 Jollyville Rd
Austin, TX 78759

Modify external transfer
processing method

Request documents
Reorder checks
View statements & documents
Meodify account access
Online accounts

Add account

Modify access & services

Other

Email marketing preference

Security Settings Display Settings

Change phone, email or Account nicknames

address Default history configuration Personal finance software
Change your. Language access

Access ID

Passcode

Security questions
Security code delivery
Request security token

Activate token

SNAPCHECK £ & Gerruease
DEPOSIT )

[e]e] Jele}

Refer to the Services & Settings Page chapter for more information.
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Access to Online Banking

Online Activation

Before you can use Online Banking, you must enroll online or in-person with
your financial institution. The online enrollment form has Online Help for users
filling out U.S. and non-U.S. addresses, joint accounts, access ID, passcode,
and validation question/answer. Once you have enrolled, you will be notified

by email when you can use your account.

For financial institutions that provide a real-time enrollment process, you will

be able to use your new online accounts immediately, because your

application is automatically processed by the system. Please check with your

financial institution if this is possible.

Access IDs

Access IDs are used to identify your account on the system. Depending on
your financial institution, you will either be assigned an access ID, or you will
be able to create your own when you apply online. Your access ID must meet

the following restrictions.

Your access ID has the following characteristics:
= Must be between 5 and 20 characters long
= May contain both letters and numbers

= Must be unique (no other user can have the same access ID)

= Cannot contain a leading space, trailing space, or multiple consecutive

spaces

= Cannot contain non-printable ASCII characters, such as CTRL-C,

etc.

= Is case-sensitive (for example, "New York” and “new york” are two

different access IDs)

If you happen to choose an access ID that is already taken, you will be offered

another suggestion.
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Passcodes

Passcodes ensure that your financial information is safe and secure. When you
create or change a passcode, the system subjects it to a passcode cracker
program to ensure that the passcode meets basic security standards.

Your passcode must meet the following restrictions.

= Must be a minimum number of characters long (specified by your financial
institution). The suggested maximum length is 28 characters.

= Must contain at least one numeric and one alpha character.

= Can contain special characters (for example, @ # $ ™ &, etc.) Your
institution may require a special character.

= Must not be based on any personal information you have provided to us

= Is case-sensitive (for example, "New York1l” and “new yorkl” are two
different passcodes)

= Cannot match any of the last several passcodes you have used, or match
any passcode you have used within the last several months

See the Change Passcode page in Services & Settings for your institution’s
specific requirements on passcode minimum length, special characters, and
re-use limits.

The passcode you choose is not visible on the online application, so even the
person reviewing the application at your financial institution cannot learn the
passcode. For instructions and examples of creating a valid passcode, refer to
chapter 9, Services & Settings Page.

When to Change Passcodes

Users are encouraged to change their passcode online every 90 days,
although this is not enforced by the system. If you forget your passcode, you
have several options to reset your passcode, depending on the services your
financial institution offers its users.

The first option is to call your financial institution’s OLB Support to reset your
passcode. They will verify your identity and send you a new, temporary
passcode that will expire in 30 minutes. Once online, the system forces you to
immediately change the temporary passcode again to keep it secure.

ONLINE BANKING BASIC SERVICES USER’S GUIDE
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The second option, if offered by your financial institution, is to use the
Automated Passcode Reset feature to reset your own passcode. The
Automated Passcode Reset feature requires that you have a valid email
address and security verification questions and answers on file on the system.

The process takes you through steps that validate your identity, and then
present a page to select a delivery option for a temporary passcode (Primary
or Secondary email address, or phone number for an SMS text or voice
message if available). The system generates a randomized, temporary
passcode and sends it to you via the selected delivery method. Within 30
minutes of receiving the temporary passcode, you need to enter it and also
create a new, permanent passcode. If you have entered the temporary
passcode correctly and created a new passcode that meets the passcode
requirements, you are logged in to Online Banking.

Users Should Not Disclose Their Passcodes

Guard your passcode closely. You should not disclose the passcode to anyone,
not even to employees of your financial institution. Online Banking Support
personnel should not ask for or receive your passcode. If anyone attempts to
obtain it, or if you have reason to believe that the security of a passcode has
been compromised, you should contact a supervisor at your financial
institution immediately.

Note

Access IDs are case-sensitive. Thus, “johndoe” and "“JOHNDOE"
are two different access IDs. Passcodes are also case-sensitive.
Thus, “applesl” and "APPLES1” are two different passcodes.

Security Verification Question and Answer

The Security Verification Question and Answer is used by your financial
institution and the system to identify users in the event that they forget their
access ID or passcode. Normally, the security verification question is set when
enrolling online. Users who do not have a security verification question and
answer on file can set it on the Services & Settings page.
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Three Strikes and Inactivity Time-out

Three Strikes

If a passcode is entered incorrectly three times in a row, your online account
is disabled. The fourth attempt will fail. You can restore access by calling your
financial institution’s OLB Support department and verifying that you were the
person making the repeated login attempts.

Inactivity Time-out

By default, all sessions are locked after a period of inactivity to protect you if
you leave your computer unattended while logged on. The length of the
inactivity period is 10 minutes by default, but can be configured by the
institution. An inactivity warning pop-up dialog appears one minute before the
session is to be locked.

I ~
@ Your session is about to time out! - Moxzilla Firefax =TEn X

@ | https://uat2 fundsxpress.com/piles/foweb. pile/timeout_popup

Your session is about to time out!

As a security precaution, sessions are terminated after 15 minutes of inactivity.

Your session will terminate in: 31 SecondS

Any unsaved data on the last active page will be lost unless you click OK to

continue your current session.

You can cancel the time-out to indicate you are still working by clicking OK in
the dialog or resuming your activity (clicking a link or menu, etc.) If your
session times out, you may be able to resume your session by just entering
your passcode, or you may need to log in again.

Security Tokens

A security token (also referred to as a key fob) is a physical device that
generates a six-digit code to be entered when you login. You may be required
by your financial institution to use a security token as an additional form of
authentication when logging in to Online Banking and/or conducting certain
transactions. If you are required to use a security token for authentication,
you will be notified by the financial institution on how to obtain your security
token.
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Security Concerns

Cookies

A cookie is a very small text file sent by a web server and stored on a browser
so that it can be read back later. Cookies are a basic way for a server to
identify a user (cookies actually identify the computer you are using at the
time). Cookies are used for many things from personalizing start up pages to
facilitating Internet purchases.

Myths About Cookies

Some myths about cookies include the following.

= Cookies can “read” information about you from your hard drive, so they
can be used to “steal” information about you.

= Cookies carry viruses.

= Cookies are programs that can perform functions on your computer.

Cookies cannot do any of these things. Cookies do perform some very
important functions when you are online conducting your transactions.

Cookies Allow Multiple Processing

When you log into the system, a cookie enables the system to process
multiple transactions during the session without you having to provide an
access ID and passcode for each individual transaction.

Renewing Cookies

When you log out—or after a period of inactivity—the Online Banking session
cookie is no longer accepted and must be renewed by re-entering the
passcode. A new cookie is used for each session. That way, no one accessing
the same machine at a later time can take advantage of a prior cookie to get
into your account.
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Digital Signature Authentication

The public key that the OLB (Online Banking) Processing Center provides to
your Internet browser comes with a digital signature that has been certified
by a third party. This process ensures that the transmission actually originated
from the OLB Processing Center and that the message contents were not
modified during the transmission of data between the two endpoints.

SSL Encryption

In addition to login security, the system uses Secure Socket Layer (SSL)
encryption technology for everything users do in the system. This technology
is automatically activated by an Internet browser when it connects to the
system.

Note

An Internet browser indicates when it enters a secure session
by changing the URL to begin with “https://".

Also, a small icon such as a padlock in the status bar or
address bar serves as a graphical indicator. Mozilla® Firefox®,
Google® Chrome and Microsoft Internet Explorer use & .

SSL protocol secures transmissions in three ways.

= Only the intended recipient can read the message. Since all
information is encrypted during transit, it would appear as meaningless
symbols even if intercepted.

= No one can tamper with messages in transit. Since the message is
encrypted, adding or attempting to change information would make the
entire communication unreadable.

= No one can pose as the Processing Center. No intruder can send a
message posing as the Processing center, your financial institution, or
another user. Only messages encrypted with the correct key can be
decrypted and read by the recipient.
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Public Key Cryptosystem

During the secured session, all communications are encrypted using the Public
Key Cryptosystem based on the public/private key pair concept. A public key
is provided to your Internet browser and is used to encrypt all information
sent from your PC. A private key at the OLB Processing Center decodes the
message and verifies the sender. All communications between you and the
OLB Processing Center are encrypted with these two keys.

Certification

In addition, servers at the OLB Processing Center have been certified by a
Certification Authority that will ensure that you are actually connecting to the
system, instead of someone pretending to be at the OLB Processing Center.

Note

Users are required to use an Internet browser that supports
128-bit key lengths. The latest Internet browsers support
these security measures. The certificate authorities’ keys are
up-to-date on these browsers.

Frequently Asked Questions

Q: What security measures are taken to prevent sensitive information
from being intercepted online?

A: We have designed a distributed security network that ensures protection
throughout the process. Distributed security means that rather than relying
on one security measure we rely on several. Among those we use are
authentication, encryption, and automatic time-outs.

All sessions are encrypted. That means your passcode and all the information
relating to you and your accounts employ some of the strongest forms of

cryptography that are commercially available for use over the Internet. If for
any reason your secure session ends, your session terminates automatically.

When information is sent via the Internet, the information is broken down into
separate packages—called packets—before leaving your computer. These
packets are reassembled when they reach the Online Banking system. Since
millions of packets are sent over the Internet at any given moment, it would
be extremely difficult for a hacker to find all those relating to you.
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Your name and full account number are never sent over the Internet. So even
if someone intercepts a transmission, the information obtained wouldn’t be
useful.

Q: What is encryption?

A: Encryption is the process of turning meaningful words and numbers into a
coded language. Encryption software can turn your account information into
gibberish that can be understood only by you and your financial institution.

Q: How does encryption work?

A: Everything that travels through cyberspace during your session becomes a
string of unrecognizable numbers before entering the Internet. Only system
computers and your Internet browser understand the mathematical formulas
that turn your banking session into numeric code, and then back to
meaningful information.

Q: How do I know if my banking session is encrypted?

A: Your banking session is encrypted when the URL address begins with
“https://". This indicates the site is secure. Browsers also indicate security
status in a graphical manner, with an icon or something similar. Microsoft
Internet Explorer, Google Chrome, and Mozilla Firefox all use a padlock icon
(&) in the address bar or status bar. Double-click on this item to get more
detailed security information. If for some reason your secure session ends,
your banking session terminates.

Q: What type of encryption do I need?

A: We require you to use 128-bit (domestic or U.S. grade) encryption, which
is available on the latest versions of web browsers.

Q: How often do I have to change my passcode?

A: Change your passcode as often as you like. However, we strongly
recommend that you change your passcode immediately if you suspect it has
been compromised. Your institution may require you to change your passcode
periodically. To change your passcode, use the Change Passcode option in
the Welcome menu.
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Q: How do I exit securely?

A: To exit securely, do the following.
1. Click the Log Out link at the top of the screen.

Welcome John Doe ~ ( Log Out ) Contact Us @ Messages~ L Aleris ~

/

The Login page appears.

2. Close your browser.

Q: What can I do to maximize security on this site?

A: You are responsible for securing your information while it is on your

computer. Here are some things you can do.

+ Choose a good passcode that is hard to guess. Your online
passcode and access ID authenticate you when you begin a session.

+ Keep your passcode safe. Memorize your passcode. Do not share it
with anyone (including OLB Support or your financial institution) The
best passcode is useless if it is written on a note attached to your

computer.

+ Look at Last Login. Make sure it matches when you last logged in, so

you can be sure no one else has accessed your account.

—»(_est_og n: 11/16/16 at 08:45 AM CST).; Print {9 Help

Home

+ Change your passcode regularly. The beginning of a session is a

good time to do this.

+ Exit securely. You may not always be at your personal computer at
home. If you forget to do so, the system will automatically log you out
after 10 minutes of inactivity. This will prevent anyone from pressing
the Back button to view your account information. (Refer to the

preceding FAQ, “"How do I exit securely?”)

Q: Why is secure messaging necessary?

A: It is necessary to keep your personal and account information private.

However, even in a secure message, never share your passcode.
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ol EP Quick Start

What’s in this Chapter

The system provides a simple interface to manage your online accounts, pay
your bills, transfer money, or send messages to your financial institution. This
chapter presents basic information to navigate the Online Banking web site.

Logging In

The login procedure is necessary to identify authorized users of the service
and tells the system which accounts to display.

To log in to your account, do the following.

1. Go to your financial institution’s web site. Find and click the Online
Banking login link or login module. It may be at the top, side, or bottom of
the web page.

The Online Banking Login page appears.
2. In the Access ID box, type your access ID.
3. In the Passcode box, type your passcode, and click Log In.

The icon |A appears in the Passcode field to alert you if your keyboard
has Caps Lock set to on.

The Online Banking web site appears.

Note

If a passcode is entered incorrectly three times in a row, your
access is disabled. A fourth attempt will fail. You can restore
access using the Automated Passcode Reset process if
available, or by calling your financial institution’s OLB Support
department and verifying that you were the person making
the repeated login attempts.

Logging In With a Security Token

You may be required by your financial institution to use a security token as an
additional form of authentication when logging in to Online Banking and/or
conducting certain transactions.
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To log in to your account with a security token, do the following.
1. Enter the access ID and passcode as described above.
The Additional Authentication Required page appears.

2. Enter the security code displayed on your security token in the Security
Code field.

Services & Settings

Security Code

For your protection, you must provide additional authentication in order to .

access your online accounts. To gain access to your online accounts and Vel’iSign'

services, please enter a security code from your VIP security token below. Identity
Protection

If you do not have a security token, please contact Any Institution at

800-421-1105.

Security Token: AYVT876543210 /
(Securi‘tyCode: | )

3. Click Continue.

The system verifies that the security code is valid, after which you are
given access to your Online Banking services.

There are other times you may be required to enter a security code after
logging in with your access ID and passcode.

= When your Online Banking session has timed out due to inactivity.

= When you are attempting to access a transaction screen, such as the
Accounts, Transfers, or Stop Payment screens.

Automated Passcode Reset

The Automated Passcode Reset feature allows online users who have
forgotten their passcodes to automatically reset them by clicking a link on the

Login page.
To use this feature, the following prerequisites must be met.

= Your financial institution must offer this feature to its users. If your
financial institution does not offer this service, you must contact your
financial institution to have your passcode reset for you.

= Your financial institution should have the feature turned on for you.
= You must have a valid Primary email address on file.
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= You must have a security verification question and answer on file. If you
do not have a security question and/or answer set in the system or if you
are not sure, you can go to the Services & Settings page to change it.

The Passcode Reset process involves entering security information to ensure
that a passcode has not been reset by hackers. You must have your access ID,
Social Security (or tax ID) number, and an account number ready to verify

your account.

To reset your passcode using the Auto Passcode Reset feature, do the
following.

1.

If you forget your passcode when logging in to the system, click the
Forgot your passcode? or Reset your passcode? links.

ACCESS ID PASSCODE

LOG IN ERROR

It appears that you have entered an invalid Access 1D or Passcode. If you feel that you have
entered your Access |D and Passcode correctly check the following probable causes:

» Caps Lock on - Remember your Access ID and Passcode are each case sensitive.

* Num Lock off - If this has been turned off then when you try to use the numbers on the
Enroll | Businesses Enroll right of your keyboard nothing will be entered.

Learn More | Demo | Espariol * Not Approved Yet - It's possible that your application has not been approved yet

» Typographical - You might have accidentally mistyped your Access ID or Passcode.

Sign Up Today! Did you knovw vou can re-enable your account using our passcode reset feature?
It's as easy as 1-2-3. —> Reset your passcode?

If none of the above apply, try to log on again. And, if you are still unable to log on to your
account, contact Any Institution for assistance.

ALERT:

As a security precaution, please remember Any Institution
to click the "Log Out" link when you finish 11950 Jollyville Rd

your online session. Austin, TX 78759

This site may be utilized for authorized Phone: 800-421-1105

purposes only. Unauthorized access or use Eax: 512-403-2500
is not permitted and constitutes a crime

punishable by law. Activity on this site is

monitored for security purposes.

For increased security, use the most recent version of your browser.

Dogentoad o | Downlosd Safari intermet Microsoft
@-Flrefox @ chrome @ e egiﬂi..v.wmm

The Forgot Your Passcode page appears, with tabs for the four-step reset

process.
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2. On the Step 1 - Account Validation tab, enter the validation criteria.
Typically these include your access ID, your primary email address, and
one other factor, such as one of your account numbers. Then click
Submit.

Forgot Your Passcode

STEP 1 STEP 2 STEP 3 STEP 4

Account Validation Security Verification Generate Temporary Passcode Reset Your Passcode

To reset your passcode, please enter your Access ID, Primary Email Address , and Account Number of one of your online accounts

Access ID test2345

Primary Email Address johndoe@example.com

Account Number 12345678 No leading zeros \

You will be allowed three (3) unsuccessful attempts, after which you must
contact your financial institution to have your passcode reset.

If your account information was correct, you move to the step 2 - Security
Verification tab.

3. On the Security Verification tab, enter the answer to your Security
Question(s) in the Security Answer box(es), and then click Submit.

Forgot Your Passcode

STEP 1 STEP 2 STEP 3 STEP 4

Account Validation Security Verification Generate Temporary Passcode Reset Your Passcode

Please answer your security verification questions:

The name of your first boss? sessessee

Your wedding anniversary? (mm/dd) seved
Show My Security Answer(s)

If your security answers are correct, you move to the step 3 - Generate
Temporary Passcode tab.
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On the Generate Temporary Passcode tab, select a delivery option for the
temporary passcode. Your Primary email address is selected by default. If
any other delivery methods are available for you, they appear and you can
select one if you prefer. Then click Submit.

Forgot Your Passcode

STEP 1 STEP 2 STEP 3 STEP 4

Account Validation Security Verification Generate Temporary Passcode Reset Your Passcode

Please choose the delivery option 1o receive your temporary passcode

' X Email Address [XXXXXx&@example.com

O = Secondary Email jXX)XXXX3@example.com \

Note

For a delivery method to appear, it must have been selected as
a security code delivery method in Services & Settings. Refer
to Changing Security Code Delivery Preference for details.

The system generates a temporary passcode and sends it to you via the
delivery option you selected. You move to the Step 4 - Reset Your
Passcode tab.

Find the temporary passcode you were sent and enter it in the
Temporary Passcode box. Create a new, unique passcode according to
the requirements shown on the page, and enter it in the New Passcode
and Confirm New Passcode boxes. Then click Submit.

Forgot Your Passcode

STEP 1 STEP 2 STEP 3 STEP 4

Account Validation Security Verification Generate Temporary Passcode Reset Your Passcode

Atemporary passcode was sent via email to jXXXXXe@example.com on 2/6/2018 at 9:46:09 am CST.
NOTE: This temporary passcode is valid for 30 minutes

Haven't received your temporary passcode yet? Resend (Maximum 3 atiempis)

Temporary Passcode sssssssss

* Must contain at least 1 numeric and 1 alpha character
+ Must be at least 8 characters long
New Passcode sessssasass
o Mtor e brrsemyE e e e s
200800000 r
Confirm New Passcode identification number, address or telephone number.

* |s case sensitive

* Cannot be the same as your Access ID \
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If you entered the temporary passcode correctly and the new passcode
satisfies all requirements, you are logged in to Online Banking. The passcode
you created is your new passcode and can be used to log in to Online Banking
from now on.

Security Verification

If there is no activity on your session for a period of time, the Inactivity
Time-out warning dialog box appears. If you do not click OK on the warning,
the session times out to prevent someone else from using your account.
Depending on institution configuration, a timed-out session may be locked, or
the session may be ended, requiring you to log in again.

If the session has been locked, a Security Verification page appears when you
try to continue working.

To access your account after a session lockout, do the following.
1. In the Passcode box, type your passcode, then click Enter to continue.

Security Verification

Your session has timed out due to at least 10 minutes of inactivity
Please re-enter your Passcode for verification purposes.

—P»( | Enter ‘ m|

2. If you have finished, click Exit to end the session. This prevents someone
else from accessing your online account.
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Navigation

The Online Banking system has been designed into distinct functional areas
that let you easily navigate among them.

Welcome Center

At the top of all Online Banking pages is the Welcome Center, an area with
several informational and navigational options that apply to the system as a
whole.

(Welcome John Doe V)(LDQ Dut) (Gﬂntact Us) (0 Messages ~ | [\ Alerts V)

Welcome Menu

The left-hand side of the Welcome Center has the word “"Welcome” and your
user nickname.

The user nickname identifies the logged in user. It is a quick way of verifying
what information is being displayed for users who may have multiple Online
Banking logins with different accounts and/or user preferences.

The nickname is also a link that opens the Welcome menu, which has
shortcuts that let you quickly edit some basic features of your user profile, or
jump to the Services & Settings page to access all Online Banking options.

Welcome John Doe~ = Log Out  Contact Us 9 Messages ~ [\ Alerts -

Change Access ID

Change Contact Information Last Login: 11/16/16 at 10:40 AMCST  §= Print @) Help

Update Nickname

Change Security Questions

Hon

All Services & Settings

ONLINE BANKING BASIC SERVICES USER’S GUIDE
Confidential and proprietary to Apiture October 2018



Chapter 2: Quick Start 34 I

The menu provides the following options. The options below Update
Nickname are shortcuts to the relevant edit page within Services & Settings,
covered in the referenced sections of chapter 9.

= Change your nickname

You can set the user nickname to whatever you want and edit it at any
time. When you log in to Online Banking for the first time, the nickname
link is set by default from your name on file. Click Update Nickname to
open the Profile Nickname Settings dialog.

Profile Nickname Settings

Please enter a nickname between 5 and 20 characters (including spaces).

User Nickname:

If you had already set up a nickname, it appears here. Enter or edit the
nickname as necessary and click Update. The nickname you set appears
as a link on all Online Banking pages, but does not appear on statements
or any other account records.

= Change your access ID (if your institution offers this feature) — Refer to
Changing Your Access ID

= Change your passcode - Refer to Changing Your Passcode

= Change your contact information — Refer to Changing Your Contact
Information

= Change your security questions and answers - Refer to Changing Security
Verification Questions

= Access the main Services & Settings page - Refer to Chapter 9: Services
& Settings Page

Log Out

Use the Log Out link when you are finished with your Online Banking session.
Refer to Logging Out for details.

Contact Us

Use the Contact Us link when you want to send a message to your financial
institution. It goes to the Services & Settings page, where you can use the
Send a Secure Message link to start a message.
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Messages

Read notifications and send secure messages to your financial institution. The
Messages supermenu displays recent messages, and provides quick access

to view them, to create a new message to your institution, or to see all your
messages on the Messages page.

Alerts

Select events for which you want automatic notifications sent to you. Specify
alert types, delivery modes for the notifications (email address(es) and/or
mobile device) and parameters for individual alerts. The Alerts supermenu
shows recent alerts, and provides quick access to view them, to set up your
Online Banking alerts, and to see your complete alert history.

Note

The Messages and Alerts headers each provide a prominent
indicator of new activity in the form of a number in a red circle
(€)). The number tells you how many new unread messages
or new alerts are waiting for you.

Tabs

Basic account-related retail services are organized under the tabs Home,
Accounts, Bills & Payments, Transfers, and My Spending. The number of tabs
you see depends on the services your financial institution provides you. The
Bills & Payments tab is present by default, but cannot be used until you sign
up for the service at your financial institution. The My Spending tab is an
option that may or may not be offered by a given financial institution.

Welcome John Doev  LogOut ContactUs E4Messagesv [\ Alerts v

Anylnstitution

your money. your way.

Home Accounts ~ Bills & Payments Transfers v My Spending

To use a service, click the appropriate tab.

= Home tab. Get a quick overview of your accounts, see your Spendable
Balance, and use shortcuts to certain key Online Banking features on
other tabs.
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= Accounts tab. Manage individual accounts by viewing account details,
balances, statements, and histories; download data into a spreadsheet;
view and print check images.

= Transfers tab. Move money between your online accounts.

= My Spending tab. Keep track of your spending in various categories.

Note

If your institution offers Cash Management services and you
are a commercial user, you also see a Cash Management tab.
Refer to the Online Business Banking Cash Management User’s
Guide for more information.

Tab Menus

Some tabs have drop-down menus that provide shortcuts to key functions
available from within that section. For example, the Transfers tab menu gives
you quick access to various Transfers pages.

A tab menu can be a supermenu, as seen for the Accounts tab. A supermenu
is more than just a series of options. It also can contain information items,
buttons, and links. Unlike a standard menu, a supermenu remains open until
you select something from it or click outside it.

Help

Context-specific online help is available on every page. Context-specific Help
provides information for the page that you are looking at. General help is also
available within the help system to provide an overview of the features and
functions of Online Banking.
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To access context-specific help from any page, click the Help icon on that
page. A separate browser Help window opens, explaining the page that you
are viewing. The navigation panel on the left-hand side of the Help window
has links to other topics, including General Help and Frequently Asked
Questions (FAQSs).

O Hep

Services & Settings /(

Add New Online Account

Use the table below o list all accounts you want to access online. Please select the correct account type using the drop-down menu

FEile Edit View History Bookmarks Tools Help = | B ||
*Ea
FX: Help Menu x \+
& | hitps://uat2 fundsxpress.com/DigitalBanking/olb_help/help?menu=services/account_services C Search ®© ﬂr E L 2 e =

ACCO

Accoud|  Add an Account . ]
Adding a New Online Account

New Online The Add New Online Account page prevides an easy method to add new online accounts. An account must already exist at Any Institution prior to
Add adding it online.
More Help Note: Due to regulatory withdrawal limitations, you may only use your checking accounts with Online Bill Pay. £

User Services FAQs
General Help

To add a new account:

1. To access the Add New Online Account page, click one of the following buttons or links
o On the Services & Settings page, click Add account
@ On the Acceunt Services page, select Add New Online Account in the table’s | want to menu
o On the Accounts page, click the Add An Account icon at the top of the page.

2. On the Add New Online Account page, enter the account number in the Account # box.

3. In the Nickname box, enter a nickname, which is an easy-to-remember name for your account,

Note: A default account nickname may have been assigned. Depending on your institution’s settings, the default nickname may or may not be
editable.

4.0n the Account Type list, select the account type.

Online Banking Support (OLB Support)

If you have any general questions, problems, or comments about your
accounts or this site, you can use secure messaging to contact OLB Support at
your financial institution. Because the message is encrypted, you can discuss
your financial information securely.

Note

Never tell your passcode to anyone. OLB Support does not need
it to help you.

To send a secure message to your financial institution’s OLB Support, do the
following.

1. Click the Contact Us link in the Welcome Center.
The Services & Settings page appears.
2. Click Send a Secure Message in the Contact Us panel to the right.
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The Send A Message page opens.

3. In the Regarding list, select the account that you are inquiring about, or
select Other if it concerns some other issue. This field is required.

4. In the Category list, select the message type. This field is required and
helps the system transmit the message to the responsible OLB Support
representative at the financial institution.

5. In the Subject box, type a few words to identify your message. This field
is required and has a maximum length of 40 characters.

6. Inthe Message box, type your message. Do not include your passcode in
the message. OLB Support does not need it to help you.

7. Click Send Message.
A confirmation page appears.
8. Review your message, then click Confirm.

Your message is sent to your financial institution.

Logging Out

It is important to log out correctly to protect your account. If you step away
from your computer while you are logged in, someone could see, or even
change, your confidential information.

To securely log out from your session, do the following.
1. Click the Log Out link at the top of the page.

Welcome John Doe ~ ( Log Out ) Contact Us @ Messages~ L Aleris ~

A

The Login page appears.
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2. Close your web browser to clear your session information from the
browser’s memory.

TE_TaEdit View History EBookmarks Tools
Mew Tab Ctrl+T i
New Window Cirl+N -
New Private Window Ctrl+Shift=P |7
Dpen File... Ctrl+0 \
Save Page As.. Ctrl+5
Email Link...

Page Setup...
Print Preview
Print... Ctrl+P
Wark Offline
Exit "
g’

Online Tips

Here are some tips that can assist you in managing your accounts online.

= Your access ID is case sensitive (for example, “iluvmyfi” and “IluvMYfi” are
two separate IDs). If you get an error message when trying to log in,
check to be sure you used the correct capitalization.

= Your passcode is also case-sensitive. The icon A appears in the
Passcode field to alert you if your keyboard has Caps Lock set to on.

= If you have important messages, you will see an Urgent Messages bar at
the top of your page.

Last Login: 11/15/16 at 09:46 AM CST = Print () Help

Home

Remind me later (%

Urgent Messages

Nov 15 MNew Check Policy
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Please read all messages as soon as possible. This is how your
institution communicates with you if there is a problem with any Internet
account activity you have scheduled. (You can click Remind me later to
temporarily hide the bar.)

= If you cannot see the whole page, use the scroll bars at the bottom and
right sides of the page.

= Click the Home tab to display all of your online accounts. The As Of date
reflects the balance at the end of that business day and indicates the
latest date of transactions reflected in your account history.

= Nicknames may be assigned to your accounts for easy reference.

= You can set up to six accounts as Favorites on the Home tab. Favorites are
the accounts displayed in the sidebar of the Home and Accounts tabs, in
the Accounts tab supermenu, and in the FAVORITES sub-tab on the Home
tab.

m  Click the More Details & Routing Numbers link on the Accounts page to
display all information for an account, such as interest rate, accrued
interest, and owner.

= Account numbers are masked by default, displaying only the final few
digits *3336. This is a security feature that prevents anyone around you
from seeing your full account numbers, which could be used for fraudulent
purposes. You can see an account’s full account number when necessary
using the More Details & Routing Numbers link on the Accounts page.

Frequently Asked Questions
Q: Why do I have an Urgent Message notice on my page?

A: If you have any unread urgent messages, an Urgent Messages bar
appears at the top of every page. Clicking a message link in the bar takes you
to the Messages page. You can hide the Urgent Messages bar for the rest of
your current session by using the Remind me later link.

Q: Can I choose the page to display when I log in?

A: No. You normally start on the Home tab after logging in. Your institution
might send you notifications that appear when you log in, which send you to
some other Online Banking page after you read the message.
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Q: Can I change my access ID?

A: Yes, if your institution allows it. For institutions that offer this option, the
Change your: Access ID link appears on the Services & Settings page. Your
access ID remains unique to your account.

Q: Can I have more than one name on my account?

A: Call your financial institution to verify that this is allowed. For example, you
could use “John or Diane” as your first name and “Doe” as your last name.
Both of you will see the entire history for the shared accounts as well as the
bills you pay jointly. However, you will not be able to tell who was responsible
for a given transaction.

Q: Can I use any browser for Online Banking?

A: You must use a browser that supports the SSL (Secure Socket Layer)
protocol. Most popular browsers support this security feature. To maintain our
high security level we also require a browser with 128-bit encryption. Check
with your institution for a list of supported browsers. Certain browsers may
provide an improved visual appearance within Online Banking.

Q: Is the data displayed on the inquiry pages current?

A: The data displayed is obtained directly from your financial institution’s
current databases via a daily file transmission or a real-time connection.

Q: What accounts can I access online?

A: Personal checking, savings, CD, IRA, loan, and credit card accounts may all
be accessed through the system.
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O ch R Home Tab

What’s in this Chapter

This chapter describes using the Home tab to access the information you need
about your accounts.

Introduction

The Home tab is a summary of different areas within your Online Banking
experience—all in one easy-to-access view. When you log in to Online Banking,
you normally start at the Home page. To return to it, click the Home tab in the
upper left, or your institution’s logo.

Accounts v Bills & Payments Transfers v My Spending

Spendable Balance & Last Login: 01/26/18 &t 04:41 PM CST [} Print @) Help

$20 598 Home

What's my Spendable Balance?

ALL ACCOUNTS FAVORITES %

My Spending
since FEB 5 /'_"\ ot Mon ey I Can Spend Available Previous Day
°\ 50 ) My Checking *ooss ¥ $22,129.11 $23,063.60
Left Spendable Balance Account
Category Watch - February 23 days left TOTAL $22,129.11 $23,063.60
Entertainm..
Money | Owe Balance Available
My Credit Card +os3s # -$9,056.01 -49,056.01 $450.68 due 7/3/2012
Unread Messages
You have no unread messages at this My Loan +osss v $6,532.39 N/A $219.95 due 7/18/2017
TOTAL $2.424.62 -$9,056.01
Money I'm Saving Available Previous Day
My CD »gs17 v¢ $57,136.99 $57,136.99
My IRA *7650 % $40,797.52 $40,797.52
My Savings =ooss % $76,955.47 -$32,936.98
TOTAL  $174,889.98 $64,997.53

Want to see your account balances from other financial institutions &Add Outside Balance
without leaving Any Institution ? You can!
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Note

Although the Home tab is the default landing page, it is
possible for your institution to direct you to a different Online
Banking page after login. Offers or informational notifications
that appear at login may send you to a page other than Home
after you read the message.

Navigating the Home Tab

The key features of the Home page are the following.
= Title area
= Sidebar (including Spendable Balance)

= Account list

Title Area

The title area identifies the Home page and provides some key general
information and controls.

Last Login: 11/16/16 at 08:45 AM CST = Print ) Help
Home

= Last Login - Shows the most recent date and time when you successfully
logged in to the system. You should check that the Last Login displayed is
consistent with the date and time you last accessed Online Banking. If you
are aware of a discrepancy, contact your institution immediately.

= Printicon - Lets you print a copy of the account information on the Home
page.
= Help icon - Opens the Help window to a help page.
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Sidebar

The sidebar along the left side of the page provides various modules that both
give brief information and allow you to navigate to other pages.

Spendable Balance @&

samnce | | $ 11,269

module

What's my Spendable Balance?
My Spending

This Week
since JAN 22

+5 1,088 .
Weekly Average -$3,794 - My Spending
Monthly Average -$16,441 module

Category Watch - January 6 days left

Entertainm...

$790

Left

2 of 7 Unread Messages

Unread Nov 17 © About your account
Messages —
module Jul1 Personal Financial
Manager Now
Available!

- Banner ad
# 0% Intro APR* module

= Spendable Balance - The Spendable Balance amount at the top of the
sidebar immediately estimates how much money you have to safely
spend. It is derived from your primary checking account Available
Balance, subtracting a “"Money to avoid spending” amount that you have
specified. Click What's in Spendable Balance? to expand the module
for details. Refer to Defining Spendable Balance below for details.

Note

The Spendable Balance module appears only for Retail customers.
Commercial customers do not see Spendable Balance.
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= My Spending - The My Spending module can vary in appearance
depending on how you have configured its options. It shows both total
spending for the current week or paycheck and spending in up to three
transaction categories. If spending limits have been configured,
gauge-style indicators show the spending graphically in relation to the
limits. Click the module header to jump to the My Spending tab.

= Unread Messages - The messages module shows an overview of up to
five unread messages that you have received from your institution. Click a
message subject to read that message, or click the module header to go
to the Messages page.

= Banner ad - Promotional offers from your institution can appear in a
rotating series of banner ad graphics at the bottom of the sidebar. Click a
banner to see more on that item.
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Account List

For Retail customers, the main area of the Home page lists your institution
accounts in three categories: Money I Can Spend (your checking accounts),
Money I Owe (your credit card, loan, and Line of Credit accounts), and
Money I'm Saving (your savings, CD, and IRA accounts). If you don’t have
any accounts of a particular type, that category does not appear. For example,
if you have no checking accounts, the Money I Can Spend category is

omitted.

Home

Money | Can Spend

Last Login: 11/30/16 2t 10:34 AM CST g Print 3 Help

Available  Previous Day

My Checking +aoss $3,002.80 -$1918.64

TOTAL  §3,002.80  -51918.584

Money | Owe Balance Available
M)f Credit Card ~azsg MN/A N/A No payment due
MY Loan #0653 $12,345.67 N/A No payment due

TOTAL $0.00 51234587

Money I'm Saving Available  Previous Da

My CD +gg17 $56,789.11 55678211

My IRA 7850 $98,765.43  598765.43

My Savings +ooss $19,827.30 52345678

TOTAL $175,381.84 $179,011.32
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For institutions that offer Outside Accounts, any outside accounts you have
synced appear in the appropriate sections of the ALL ACCOUNTS sub-tab. You
can click outside accounts to refresh balance information, but account details
are not available for them as with native Online Banking accounts.

Spendable Balance €

Last Login: 01/26/18 at 04:13 PM CST g Print ) Help

Home
What's my Spendable Balance?
. ALL ACCOUNTS FAVORITES W
My Spending
This Week ) N
since JAN 22 Money I Can Spend Available Previous Day
+51 ;088 My Checking -ooss % $12,527.01 $13,432.62
Spendable Balance Account
Category Watch - January 6 days left ToTAL $12,527.01 $13432.62
Entertainm..
5790 Money | Owe Ealanc e
Left
&3 CREDIT CARD 3456 $0.00 Last updated - TODAY
Chase Bank - Credit Card
Unread Messages
6 CREDIT CARD 6789 §57 45 Last updated - TODAY
You have no unread messages at this Chase Bank - Credit Card
time.
My Credit Card o3 % -$3,939.85 -$3,939.85 $450.68 due 7/3/2017
Saving your meney
for something special
My Loan *ossz vz $7,038.90 N/A $219.95 due 7/18/2017
TOTAL $3,099.05 $25360.15
Money I'm Saving Available Previous Day
My CD +sa17 ¥ $57,136.99 $57,136.99
My IRA +7e50 $40,797.52 $40,797.52
My Savings »ooss % $83,460.79 $26,431.66
TOTAL  $181,395.30 $71,502.85

Want to see your account balances from other financial institutions
without leaving Any Institution ? You can!

aAdd Outside Balance

Outside accounts display their current and available balances. They also have
a Recent Activity button that can provide a simple display of the last 30 days

of transactions on the account.
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Chase Bank - Credit Card

RECENT ACTIVITY

Chase Bank Website '
CREDIT CARD 3456 -z135

$0.00

Last updated - TODAY

& SETTINGS

Last 30 days of activity

Date

Description

Amount

1/3/2018

Viewing 1 of 1 transactions

Payment Thank You Web

-37.11

Refer to Outside Accounts in Chapter 4 for details.

For Commercial customers, the main area of the Home page lists your

institution accounts in general categories: Checking, Savings, Investment
Accounts, and so on. If you don’t have any accounts of a particular type, that
category does not appear. For example, if you have no savings accounts, the
Savings category is omitted.

Last Login: 11/20/16 2t 01:07 PM CST = Print ) Help

Investment Accounts

Home

CheCking Available  Previous Day
Checking -o125 $14,619.89  515000.00
My Checking *ooss $3,002.80  -§1918.64

TOTAL $17,622.69 51308136
SaVingS Available  Previous Day
My Savings ooss $19,827.30  523456.78

TOTAL $19,827.30 $23,456.78

Available  Previous Day
My CD -gs17 $56,789.11  $556,782.11
My IRA 7850 $98,765.43 59876543

TOTAL $155554.54 5155554.54

m
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For each account, you see the masked account number and the account
balance as of the date shown. For some account types, both Available Balance
and Previous Day Balance appear. Below each category, the balances of the
accounts in that category are totaled.

Up to 10 accounts are listed at once in each category. If you have more than
10 accounts in a category, paging controls appear below the category to let
you navigate through all accounts.

The Transfer button appears when there is more than one account with
transfer privileges. It is a shortcut to the Transfers tab, where you can set up
a transfer between your online accounts.

Searching for Accounts

When there are many accounts, the account list provides a simple search
control to help you quickly find the account you want.

The account locator (& -« |) appears at the top of the sidebar if you
have more accounts than can be displayed.

When you click the control, a list of all your accounts drops down. Click any
account in the search list to go directly to the Account detail page for that
account on the Accounts tab.

Or, to narrow the list further, begin typing in the control. The search list is
immediately filtered to just the accounts that contain the characters you type.
Click the account you want when you see it.

Setting Account Favorites

You can set Favorites for quicker access to important accounts when you have
many accounts available. The main area of the page in that case has two
sub-tabs, ALL ACCOUNTS and FAVORITES, and a Favorite icon (y7/%)
appears next to the name of each account. You can set up to a maximum of
20 favorites, depending on how many accounts you have. Your top seven
favorite accounts are also displayed on the sidebar account list and within the
Accounts supermenu.

The ALL ACCOUNTS sub-tab shows the categorized list of all your accounts as
described above.
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The FAVORITES sub-tab shows only the accounts you have selected (o) for
quick access. This is helpful if you have many accounts but want to limit the
accounts you usually see to just a few.

Last Login: 11/30/16 2t 10:34 AM CST = Print ) Help

Home

ALL ACCOUNTS = pavoRITES & |

Reorder Favorites

Favorite Accounts Available Previous Day
My Checking “ooss % $3,002.80 -51918.64
My Savings +ooss % $19,827.30 $23,456.78
My IRA +7650 % $98,765.43 $98,765.43
My Credit Card +3ss % N/A N/A

You can specify the order in which your favorite accounts appear. The Home
tab remembers which sub-tab you were last on, so if you stay on FAVORITES,
it will already be selected the next time you log in.

To set accounts as favorites, do the following.
1. On the Home tab, select the ALL ACCOUNTS sub-tab.

2. Click the outline Favorite icon (5%7) next to any account you want to make
a favorite.

The icon switches to a solid star to indicate that the account is a favorite.

3. To deselect an account that is already set as a favorite, click the solid
Favorite icon () next to the account.

The icon switches to an outline star to indicate that the account is not a
favorite.

When you click the FAVORITES sub-tab, the accounts in the Favorite Accounts
list are only those selected as favorites () on the ALL ACCOUNTS sub-tab.
Initially, they appear in the order in which you selected them, but you can
change the order.
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Reordering Your Account Favorites

Once you have selected accounts as favorites, they initially are listed on the
FAVORITES sub-tab in the order in which they were selected. However, you
can adjust the order in which you want the accounts to appear in the Favorite

Accounts list.

To reorder accounts in the favorites list, do the following.
1. On the Home tab, select the FAVORITES sub-tab.

2. Click Reorder Favorites.

The list changes to edit mode: a reorder control with up and down arrows
appears to the right of each account in the Favorite Accounts list, and the
button changes to Save Changes.

Home

Favorite Accounts

LastLogin: 11/18/16 at 01:45PM CST g Print € Help

ALL ACCOUNTS EAVORITES W

My Checking

*00sa W

My Savings
*0056 W

My IRA
7650 W

My Credit Card
*4339 W

§3,002.81 -$191864

$19,827.30 $23,456.78

598,765.43 39876543

N/A N/A

Il>] [KIml>] [<Iml>] [<]m[>]

3. Use the controls to move accounts up or down in the list.

+ Click the up arrow to move an account higher in the list (disabled for

the first account).

¢ Click the down arrow to move an account lower in the list (disabled for

the last account).
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¢+ Click and hold the rails between the two arrows to drag an account;
release to drop the account row in the desired position.

Last Login: 11/18/16 at 01:45 PM CST = Print ) Help

Home

ALL ACCOUNTS FAVORITES %

Save Changes

Favorite Accounts Available

My Savings $19,827.30 §23,456.78 ~
0056 W E: -
My Checking $3,002.81 -§1918.64 a
*0058 =

4. Click Save Changes.

The Favorite Accounts list returns to its normal display mode, with
accounts in the new order. This step must be completed to retain the new

account order.

In addition to the Favorite Accounts list, the account ordering is reflected in
the accounts lists that appear in the sidebar and supermenu of the Accounts

tab.

Defining Spendable Balance

The Spendable Balance module appears at the top of the sidebar on the
Home tab and the Accounts tab for Retail users. Commercial users do not see

Spendable Balance.

Spendable Balance &

What's my Spendable Balance?

The Spendable Balance amount immediately estimates how much money you
have available to spend safely. This amount is not simply your checking
account balance or a sum of several balances.
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Instead, Spendable Balance is derived from your primary checking account
available balance minus any pending payments and transfers, as well as an
additional fixed amount that you opt to keep in reserve.

To view and define the details of your Spendable Balance, do the following.
1. Click What's my Spendable Balance? at the bottom of the module.

The module expands to show the current selected checking account, its
available balance (omitting cents), and the reserve amount. By default,
any pending payments or transfers on the account are also shown, with
their total deducted from the spendable balance.

2. If you have multiple checking accounts, you can pick the one you want as
your primary checking account by clicking the account name.

A list of your checking accounts drops down, from which you can select.

3. Select whether the total of future transactions is deducted from the
spendable balance using the Pending Payments & Transfers check
box. You can select how far ahead the module looks for pending
transactions using the drop-down.

Clearing today
Within 2 days
Within 3 days
Within 5 days
Within 7 days
Next 2 weeks (default)

If many transactions are listed, you can click Hide details to show only
the total.

® & 6 o o o
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4. Set the amount the module subtracts from the checking available balance
by entering it in the Money to avoid spending box.

The resulting Spendable Balance amount is automatically calculated and
displayed in the module.

Spendable Balance @

What's in Spendable Balance? close @
Starts with my primary checking

My Checking *0058

Available balance (rounded down) $18,560

Then subtracts

Pending Payments & Transfers (rounded up)
Amounts do not include any additional fees.

Next 2 weeks ~ Hide Details

Jan3 Created by Can View Card... $3.50

-84

Money to avoid spending - $ 1000 ‘

Total Subtracted '$1 ,004

My Spendable Balance $1 7,556

Just a guideline — you can still use your whole Available Balance.

So by specifying the amount to subtract according to your cash flow situation
and spending habits, you can have Online Banking keep you informed of your
current cash situation in a flexible way. Adjust the reserve amount or select a
different checking account at any time.

Things to remember about Spendable Balance include the following.

= Spendable Balance is only a guideline for quick reference. It does not limit
the amount you can actually spend from any account. You can always use
the full Available Balance.

= If the Spendable Balance is negative, or both the Spendable Balance and
the Available Balance are negative, the module highlights these conditions
via color and a message at the bottom of the module.

Spendable Balance @ Spendable Balance ©

-$497 -$4,217

My Checking *0058 My Checking *0058

Spendable Balance is NEGATIVE Spendable and Available Balances are

NEGATIVE

= The Spendable Balance module is absent if you have no checking accounts.
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8 Accounts Tab

What’s in this Chapter

Using the Online Banking site, you can manage all of your accounts on the
Accounts tab. This chapter provides information and procedures to manage
your accounts.

Navigating the Accounts Tab

In general, you will use the Accounts tab more than any other page to view
and manage your online accounts. Click the tab to display the Accounts

supermend.
I Accounts v & Bills & Payments Transfers v
t 0
I FAVORITES %
My Checking  *0058 $4,480.48 Transfers
My Savings *0056 $9,216.01 Modify Account Nickname(s)
Link a new transfer account
My IRA *7650 540,797.52
My Credit Card *9939 $816.65 1
[ View All Accounts ] [ Outside Accounts
| |

The supermenu lists the accounts set as Favorites, by nickname, account
number (masked), and available balance. If you have not defined any
Favorites, up to seven accounts are listed, in a default order.

Click any account to view the detail page for that account. Quick links are also
available on the right to let you edit your account nicknames, jump to the
Transfers tab, or link to new transfer accounts.

When you have selected an account from the supermenu, the detail page for
the account appears. The main area of the page shows information specific to
the account. The page also has a sidebar similar to the Home page. For Retail
users, the Accounts page sidebar also has the Spendable Balance module at
the top. Below that, your accounts are listed, with the current account
highlighted. You can use the sidebar to switch which account you are viewing
with a single click.
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Key features of the Accounts page include the following.
= Supermenu
= Title area
= Sidebar
= Account information area
Accounts ~ Bills & Payments Transfers v My Spending
Spendable Balance & @ Add An Account gy Print ) Help
My Checking *ooss
What's my Spendable Balance? =%
setected [ vy crong $12,540.44 1343262
account *D058 $12,540.44 i .
Available Balance Previous Day Balance More Details & Routing Numbers
My Savings 2 of LZLZ0IE 100 A Statements & Documents i Quick
*0056 $83,460.79 Balance Adjustment Overdraft Limit Stop Check Payment Links
-$892.1 8 S‘]JOOO.OQ Future View
Update Balance
$40,797.52
My Credit Card
*9Q39 -$3,939.85 ACTIVITY ALERTS
recent Manage Alerts
Transfers & view All
Qutside Accounts
Find transaction 01/18/2018 - 01/24/2018
More options
A ™ indicates a discrepancy between the account balance and the transactions listed for the account. This can be due to unposted transactions not yet
received by, a transaction not accounted for, or various other accounting reasons.
Date = Description rd Category ® Credit Debit Balance
1/22/2018 Loan Payment Other 639.50 12,540.44
1/22/2018 Money Market Check Restaurant 20210 13,179.94
1/22/2018 Closing Interest Payment Other 433.70 13,472.04
1/22/2018  Sweep Debit Other 858.77 13,038.34
1/22/2018  Cash Advance Cash/ATM 523.06 12,179.57
1/22/2018 Auto Remittance Gas/Transport 683.39 11,656.51
1/22/2018 Fee Waiver Reduces Assesed Other 104.65 10,973.12
1/22/2018 Debit Other 405.04 10,868.47
1/22/2018  Annual Fee Other 469.41 11,273.51
TOP
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Supermenu

The Accounts tab supermenu lists up to seven of your accounts for selection,
along with the account Available balance. If you have defined Favorites, those
are the accounts listed. Two buttons at the bottom of the supermenu provide
shortcuts to account functions: View All Accounts jumps to the Home tab,
where all your accounts are listed at once. Outside Accounts jumps to the
Outside Accounts page, where you can set up accounts at other institutions
for access within Online Banking. On the right side of the supermenu,
additional links for account functions and service offers from your institution
can appear.

Title Area

The title area identifies the account you are viewing and provides some key
general information and controls.

= Account - Shows the account nickname and masked account number
= Print icon - Lets you print a copy of the account information on the page
= Help icon - Opens the Help window to this help page

Sidebar

The sidebar along the left side of the page provides various modules that both
give brief information and allow you to navigate to other pages.

= Spendable Balance (Retail users only) - The Spendable Balance amount
at the top of the sidebar immediately estimates how much money you
have to safely spend. It is derived from your primary checking account
Available Balance, subtracting pending transactions and a “"Money to avoid
spending” amount that you have specified. Click What’s in Spendable
Balance? to expand the module for details. Refer to Defining Spendable
Balance in Chapter 3 for more.

= Account shortcuts - Up to seven of your accounts are listed in the
sidebar, with their available balances. Click the account to display its
details in the main area; the selected account is highlighted in the sidebar.
If you have defined Favorites, those are the accounts listed in the sidebar.
When you have more accounts than will fit in the sidebar, an account
locator control (&Y > «+t ) is included to let you search for the one
you want.
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= Links - The Transfers link jumps to the Transfers tab. The Outside
Accounts link jumps to the Outside Accounts page.

= Banner ad - Promotional offers from your institution can appear in a
rotating series of banner ad graphics at the bottom of the sidebar. Click a
banner to see more on that item.

Account Information Area

The main area of the Accounts page displays all the key information about the
account. It also provides access to other pages where additional account
functions are available.

The top panel of the page displays basic account information, including
Available and Previous Day balances. Other data, such as an interest rate,
appears there as well when applicable to the account type.

Next to the account balance information, action buttons and Quick Links
relevant to the account appear.

Available action buttons depend on the account type and privileges enabled
for the account.

= Transfer In - Checking or Savings accounts that are enabled to receive
transfers from other accounts.

= Transfer Out - Checking or Savings accounts that are enabled to make
transfers to other accounts.

= Contribute - CD or IRA accounts that are enabled to receive funds from
other accounts.

= Make Payment - Loan or Line of Credit accounts for which you have
enabled bill payment from other accounts.

= Update Balance - Refreshes the balance display to account for any
transactions that may have just posted.

With the action buttons, various Quick Links can appear, depending on the
institution and account type.

= More Details & Routing Numbers - Displays a dialog box showing
additional details about the account beyond what is already shown. This
includes the full (unmasked) account number, your institution’s ABA
routing number, account owner name(s), and so on. Refer to Account
Details for a complete list of information included.
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= Statements - Goes to the Account Statement page, where you can view
your current monthly statement or a past statement. (Only institutions
that do not offer account documents)

= Statements & Documents - Goes to the Account Document page,
where you can view statements, disclosures and other official notices from
your institution. (Institutions that offer account documents)

= Stop Check Payment - Goes to the Stop Payment page, where you can
stop payment on a check. (Checking accounts only)

= Future View - Opens the Future View window, where you can see the
Future View account forecasting feature. (Checking and Savings accounts

only)

Below the top panel are the sub-tabs.

= ACTIVITY - The ACTIVITY sub-tab is visible by default. All your account
transactions are listed here.

= ALERTS - The ALERTS sub-tab shows the status of any Account Activity
alerts for the account. It lets you configure alerts for the account and see
recent alerts that have been received.

The following information is provided for an account.

Account Information

Field Description

Name The account nickname, or if no nickname has
been set up yet, the account type (for
example, checking, savings, share, share
draft, IRA, CDs, credit card, or loan, etc.).
The name is a link to the account detail page.

Owner The owner of the account. For joint checking
accounts, only one name may appear if each
account owner has a separate file at your
financial institution.
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Account Information (cont.)

Field Description
Account # = The account number.
= Account numbers are masked by default,
displaying only the final few digits: *3336.
= Institutions can opt for certain account
types not to be masked.
Balance = The account’s current balance (calculated

by taking the most recent update from your
financial institution and adjusting it to

include any recent Internet transactions).

= Negative balances are displayed in red.

As Of

The date for which the balance is accurate;

that is, the date of the last known transaction
and/or balance update from your financial

institution.

Account Search

The Account Locator (Jfgf -+ |) appears in the sidebar for the Accounts
page when there are many accounts. This control lists all accounts in a
scrolling list, and lets you narrow the account list by searching on the Account
Name or Account Number fields. Just begin typing and the list is filtered to

show matching accounts.

Club Checking *5321

$10,876.13

Available Balance

$11,666.67

Previous Day Balance

Club Checking *5321
Regular Checking Befaauaus oAl

*6543 Balance Adjustment

-§790.54

1 Year CD *1754

CD *8817
ALERTS

Set up Alerts

ACTIVITY

no recent

€D Add An Account g Print @) Help

More Details & Routing Numbers

Statements & Documents

Future View

Update Balance

Consumer Loan *0653
Visa Card 9939

Line of Credit 8810974

Find transaction 10/22/2016 - 11/22/2016

Download File I [ View Report
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Real-Time Internet Interface

If your financial institution uses a Real Time interface, you may not see all of
the information shown in the illustrations in this chapter. Some of the
information in the Accounts section may not be updated continually. Your
financial institution may choose not to display any or all of the following,
because they are not Real Time features.

= Activity
= Statements
= Balance including Available Balance, and Unposted Transactions

= Previous Day Balance including Ledger and Ledger Available Balance

Account Details

When you need complete information on the account, click the More Details
& Routing Numbers Quick Link. It opens the More details dialog box,
which displays all data relevant to the account.

More details for My Checking *0058

Nickname | My Checking | & Print
Changes are saved automatically.

Type Checking More Options

Product All account Services

Owner John Doe ACH Info

Date Opened 02/01/2008 Full Account Nurmber

Click to reveal

711112345

Information shown may include any of the following, depending on the type of

account.
More details for account dialog box
Field Description
Nickname The nickname for the account. To change the

nickname, click in the box and edit the text.
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Confidential and proprietary to Apiture October 2018



Chapter 4: Accounts Tab

More details for account dialog box (cont.)

Field

Description

Type

Account

Owner
Date Opened

YTD Interest

Interest Last Year

Interest Rate

Credit Limit

Original Loan Amount

Pay Off Amount

Next Payment Amount

Date Next Payment

Amount PAST DUE

Term of Account

What kind of account this is (for example,
Savings, Checking, CD, Loan, or Credit
Card).

Your institution’s product name for the
account, such as “"Premier Checking”.

Name of the owner of the account.
The date the account was opened.

The year-to-date interest amount credited to
the account.

The interest amount credited to the account
last year.

The current interest rate for this account.

The maximum amount of billed and unbilled
charges that you are allowed to incur at any
given time. (Loan and credit card accounts

only.)

The original amount of the loan. (Loan
accounts only.)

The total amount of money you currently
owe for this loan. (Loan accounts only.)

The minimum amount of your next payment.
(Loan accounts only.)

The date your next loan payment is due.
(Loan accounts only.)

The amount, if any, that is past due for this
loan. (Loan accounts only.)

The time to maturity of the account,
expressed in months or years. (CD and Loan
accounts only.)
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More details for account dialog box (cont.)

Field

Description

Maturity Date

Interest Accrued, Not
Yet Paid

Annual Percentage Rate
(APR)

Overdraft Limit

ACH Routing Number

The date the account matures—the end of
the CD term or the loan payoff date. (CD and
Loan accounts only.)

Interest the account has earned that has not
yet been paid into the account.

The current annual interest rate for this
account.

The amount, if any, that your institution will
automatically lend you if you overdraw this
account. (Checking, Savings, and Loan
accounts only.)

The routing number to be used when
requesting that someone send you an ACH
payment (such as a direct deposit), or to
withdraw a payment (such as a membership
fee or insurance premium).

Other options in the account details dialog

= Under More Options, you can click All account Services to go to the

Services & Settings page.

= Most account numbers in Online Banking are masked to show only the last
four digits: *3336. Use the Click to reveal link to see the full number for

this account.

= If you want to print the full account details for future reference, click the

Print icon in the upper right corner of the dialog box. It opens a new

window with a print-friendly version of the information.

Viewing Detail for Checking Accounts

Your Available Balance and Previous Day Balance appear at the top, along with

any positive or negative Balance Adjustment due to in-process transactions.

An Overdraft Protection amount appears if you have this service. If you have

one or more transfer-eligible accounts with appropriate transfer privileges,

Transfer In and/or Transfer Out buttons appear.
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@ Add An Account gy Print @) Help

My Checking *ooss

$22,129.11 $23,063.60

Available Balance

as of 2/05/2016 1:00 AM

m

Previous Day Balance More Details & Routing Numbers

Statements & Documents

Balance Adjustment Overdraft Limit Stop Check Payment
-$934.49 ST,OU‘U‘.UU‘ Future View

Update Balance

ACTIVITY ALERTS

3 recent Manage Alerts

Eal View All

Find transaction Q. | 02/01/2018 - 02/07/2018 Download File

More options

A ™" indicates a discrepancy between the account balance and the transactions listed for the account. This can be due to unposted transactions not yet

received by, a transaction not accounted for, or various other accounting reasons.

Date = Description = # Category ¥ % Credit = Debit = Balance

2/D5/2018 Trans Type Other M 44761 22,156.11

2/05/2018 Advance Reversal QOther v 588.96 22,603.72

2/05/2018 Check [za] 44.42 22,014.76
Other V

TOP

2/05/2018 Trans Type Qther M a08.07 21,970.34

Click the More Details & Routing Numbers quick link to see the following
information for checking accounts. Certain fields may not appear, depending
on features supported by the financial institution.

Checking Account Detail Fields
Field Description

Main page information

Available Total funds currently available, including any
pending activity such as recent unposted
Internet or POS transactions.
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Checking Account Detail Fields (cont.)
Field Description

Previous Day The official balance of the account, as of the
end of the preceding business day.

Balance Adjustments to the Available Balance due to
Adjustment unposted transactions, if any.

Overdraft The amount your financial institution will
Protection automatically lend you if you overdraw this

account, if any.

More details dialog box information

Nickname Nickname for the account. Editable.

Owner Name of the owner of the account.

Type What kind of account this is (Checking, Share
Draft).

Date Opened The date the account was opened.
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Viewing Detail for Savings Accounts

Your Available Balance and Previous Day Balance appear at the top. The
account interest rate and interest paid this year appear. If you have one or
more transfer-eligible accounts with appropriate transfer privileges, Transfer
In and/or Transfer Out buttons appear.

€ Add AnAccount g Print € Help

My Savings *0056

$19,827.30 $23,456.78

Available Balance Previous Day Balance More Details & Routing Numbers

as of 2/26/2016 419 PM

Statements & Documents

Interest Rate (ITR) Interest Paid This Year Future View
ACTIVITY ALERTS
A recent Set up Alerts
Find transaction 10/23/2016 - 11/23/2016 Download File l l View Report

More options

Date = Description & Category L3 Credit Debit Balance
11/15/2016 Unposted: OMLINE TRANSFER 3,000.00 19,827.30
11/15/2016 Unposted: ONLINE TRANSFER 4220.00 22,827.30
11/08/2016  SERVICE CHARGE 1.00  27,047.30

10/28/2016  INTEREST PAID Interest 045 27,046.30

Next 30 days

Click the More Details & Routing Numbers quick link to see the following
information for savings accounts. Certain fields may not appear, depending on
features supported by the financial institution.
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Field

Savings Account Detail Fields

Description

Available Balance

Previous Day
Balance

Interest Rate
(ITR)

Interest Paid This

Main page information

Total funds currently available, including any
pending activity such as recent unposted
Internet or POS transactions.

The official balance of the account, as of the
end of the preceding business day.

The current interest rate for this account.

The interest amount credited to the account so

Year far this year.
More details dialog box information
Nickname Nickname for the account. Editable.
Owner Name of the owner of the account.
Type What kind of account this is (Savings, Share).
Product Your institution’s product name for the account.

YTD Interest

Interest Last Year

Date Opened
Interest Rate

Interest Accrued,
Not Yet Paid

The year-to-date interest amount credited to
the account.

The interest amount credited to the account
last year.

The date the account was opened.
The current interest rate for this account.

The interest the account has earned that has
not yet been paid into the account, if any.
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Viewing Detail for Loan and Line of Credit Accounts

Your balances appear at the top. Loan payoff information and a Make
Payment button may also be included.

€ Add An Account g Print €9 Help
My Loan *0653
$11,743.12
Balance
More Details & Routing Numbers
Amount of Next Payment Amount to Ea',roff Statements & Documents
321995 $4‘633'2f Future View
Due on 3/17/2016 10:36 AM
Update Balance
ACTIVITY ALERTS
A recent Set up Alerts
Find transaction 10/01/2016 - 10/30/2016 Download File l l View Report
More options
Please contact Any Institution for exact payoff amount.
Date = Description ra Category £ Advances Payment Balance
10/27/2016 Unposted: ACH BANK 345.00 11,7432
TRANSFER
10/27/2016 Unposted: ACH BANK 255.55 12,088.12
TRANSFER
Next 30 days

Click the More Details & Routing Numbers quick link to see the following
information for loan accounts. Certain fields may not appear, depending on
features supported by the financial institution.

Loan/LOC Account Detail Fields

Field Description

Main page information

Balance The official balance of the account, as of the
end of the preceding business day, if available.

Amount of Next The amount and due date of the next payment.
Payment
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Loan/LOC Account Detail Fields (cont.)

Field

Description

Amount To Payoff

The remaining payment amount.

Credit Limit The credit limit on any loan advances, if any.
More details dialog box information

Nickname Nickname for the account. Editable.

Owner Name of the owner of the account.

Type What kind of account this is (Loan or LOC).

Product Your institution’s product name for the account.

Date Opened
Pay Off Amount

Interest Rate
(ITR)

Amount of Next
Payment

Date of Next
Payment

Interest Paid This
Year

Interest Paid Last
Year

Interest Accrued,
Not Yet Paid

Maturity Date

Original Loan
Amount

The date the account was opened.
The remaining payment amount.

Current interest rate for this account.

The amount of the next payment.

The date due for the next payment.

The interest amount credited to the account so
far this year.

The interest amount credited to the account
last year.

The interest the account is due but has not yet
been paid into the account.

The date the loan will be paid off.

The original amount of the loan.

Confidential and proprietary to Apiture

ONLINE BANKING BASIC SERVICES USER’S GUIDE

October 2018



Chapter 4: Accounts Tab 70 I

Viewing Detail for CD and IRA Accounts

The information items shown for Certificate of Deposit (CD) accounts and
Individual Retirement Account (IRA) accounts are the same. Your Available
Balance and Previous Day Balance appear at the top. The interest rate and
interest paid this year appear. A Contribute button may appear if supported
by your institution.

O Add An Account B Print o Help
My CD #8817

$56,789.11 $56,789.11 [ conuibue |

Available Balance Previous Day Balance More Details & Routing Numbers

Statements & Documents

Interest Rate (ITR) Interest Paid This Year Future View
1.0% $0.00 Update Balance
ACTIVITY ALERTS
no recent Set up Alerts
Find transaction 10/23/2016 - 11/23/2016 Download File l [ View Report

More options

Date = Description # Credit Debit Balance
11/17/2016  Daily Ledger Balance 56,78%.11
11/11/2016  TO ACCOUNT NO XXXXKX0038 30493  56,789.11
11/11/2016 TEREST CREDIT 304.93 57.084.04
11/08/2016  TO ACCOUN T 4459 56,782.11
11/05/2016 TEREST CREDIT 4315 56,833.70
11/03/2016  TO ACCOUNT NO XXXXXX0058 4315  56,790.55
11/01/2016  TO ACCOUNT NO XXXXXX0058 4315  56,833.70

Next 30 days

Click the More Details & Routing Numbers quick link to see the following
information for certificate of deposit (CD) accounts. Certain fields may not
appear, depending on features supported by the financial institution.
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Field

CD/ IRA Account Detail Fields

Description

Available Balance

Previous Day

Balance

Interest Rate

(ITR)

Interest Paid This

Main page information

Total funds currently available, including any
pending activity such as recent unposted
Internet or POS transactions.

The official balance of the account, as of the
end of the preceding business day.

The current interest rate for this account.

The interest amount credited to the account so

Year far this year.
More details dialog box information
Nickname Nickname for the account. Editable.
Owner Name of the owner of the account.
Type What kind of account this is (CD, IRA).
Product Your institution’s product name for the account.

YTD Interest

Interest Last Year

Date Opened

Term of Account

Maturity Date

Interest Rate

Interest Accrued,

Not Yet Paid

The year-to-date interest amount credited to
the account.

The interest amount credited to the account
last year.

The date the account was opened.

The length of time between the account
opening date and the scheduled maturity date.

The ending date of a time deposit, such as a
certificate of deposit, at which all principal and
accrued interest is due to the accountholder.

Current interest rate for this account.

The interest the account is due but has not yet
been paid into the account.
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Viewing Detail for Credit Card Accounts

Your Current Balance appears at the top. The next payment amount and due
date and credit limit appear. A Make Payment button appears.

€ Add An Account g Print €9 Help
My Credit Card *4389

$303.07 $196.93

Current Balance Available Credit More Details & Routing Numbers
Amount of Next Payment Credit Limit Statements & Documents
$25.00 $500.00 Future View
Dus on 11/02/2016 1:00 AM Update Balance
ACTIVITY ALERTS
no recent Set up Alerts
Find transaction 10/23/2016 - 11/23/2016 Download File l l View Report

More options

Please contact Any Institution for exact payoff amount,

Date = Descriptien & Category £ Y Payments Charges Balance
11/02/2016  Charges -545.51 303.07
11/02/2016  Late Charge Assessment -584.56 -242.44
11/02/2016 LATE FEE +203.50 -827.00
11/02/2016 LATE FEE -344.23 -623.50
11/02/2016  Interest Payment +069.24 -967.73
10/31/2016  Extend Date +192.45 2.21
10/31/2076  Escrow Payment -870.87 194.66

Next 30 days

Click the More Details & Routing Numbers quick link to see the following
information for credit card accounts. Certain fields may not appear, depending
on features supported by the financial institution.
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Credit Card Account Detail Fields

Field

Description

Current Balance
Available Credit

Amount of Next

Main page information
Current credit balance on the card, if available.
The amount of credit currently remaining.

The amount and date due for the next

Payment payment.
Credit Limit The credit limit for the card.
More details dialog box information
Nickname Nickname for the account. Editable.
Owner Name of the owner of the account.
Type What kind of account this is (Credit Card).
Product Your institution’s product name for the account.

YTD Interest

Interest Last Year

Date Opened
Credit Limit
Amount to Payoff

Interest Rate
(ITR)

Annual Percentage
Rate (APR)

Amount of Next
Payment

Date of Next
Payment

The year-to-date interest amount credited to
the account.

The interest amount credited to the account
last year.

The date the account was opened.
The credit limit for the card.
The remaining payment amount.

Current interest rate for this account.
Current rate of interest charged for any
balance carried on this account.

The amount of the next payment.

The date due for the next payment.
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Credit Card Account Detail Fields (cont.)

Field Description

Amount of PAST The amount of any past due payments, if any.
DUE

Months PAST DUE The number of months a payment was past
due, if any.

Interest Accrued, The interest the account is due but has not yet
Not Yet Paid been paid into the account.

Viewing Unposted Balance Detail

If you have made any recent Internet or POS transactions that your financial
institution has not yet posted to the Previous Day balance, you may see a
Balance Adjustment figure on the Accounts page.

The balance adjustment is the net total of the unposted transaction amounts.
It can be positive or negative depending on the mix of credits and debits
among the unposted transactions.

Look on the ACTIVITY sub-tab for the individual pending transactions, which
will be marked as “Unposted” in the Description column.
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Viewing Account Activity

The ACTIVITY sub-tab appears at the bottom of the Accounts page and
the recent transaction history.

shows

Transaction _ |
Locator

0 Add An Account a Print 0 Help

My Checking *oo0ss

$22,129.11 $23,063.60

Available Balance Previous Day Balance More Details & Routing Numbers

a5 of 2/03/2018 1:00 AM
ot : Statements & Documents

Stop Check Payment

Balance Adjustment Overdraft Limit
-5934.49 $1,000.00 Future View
— Date range

ACTIVITY ALERTS currently listed

3 recent Manage Alerts /

=l View All

Find transaction Q. | 02/01/2018 - 02/07/2018 Download File

More options

A "*"indicates a discrepancy between the account balance and the transactions listed for the account. This can be due to unposted transactions not yem

received by, a transaction not accounted for, or varicus other accounting reasons

Date * Description = & Category ¥ ® Credit * Debit ¥ Balance

2/05/2018 Trans Type Other M 44761 22,156.11

2/05/2018 Advance Reversal Other i 588.96 22,603.72

2/05/2018 Check [ 44.42 22,014.76
Other -

A
TOP

(f’DS#QO‘IB Trans Type Other " 908.07 21,9?0.3y

m
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Field

Account Activity Columns

Description

Date

Description

Category

The date the transaction was processed.

A description of the transaction. This is a
condensed version of the raw transaction
description provided by the merchant or
institution. The description is a link that opens
the Transaction Detail pop-up window.

Common transaction descriptions include:

¢ Daily Ledger Balance - The official balance
received from your financial institution.

¢ Check # - A cleared check.

Each financial institution has its own descriptions
for other items in the history (for example,
INTEREST PAYMENT, ATM SERVICE CHARGE,
PAYROLL EMPLOYER INC, VISA CHECK). Contact
OLB Support at your financial institution for help
interpreting these descriptions. Click the
Contact Us link for contact information.

An icon for more information ( --- ) may appear in
this column. Refer to Check Register below for
details.

Descriptions prefixed “Unposted” are recent
Internet transactions that have not yet posted.
Until they post, these transactions modify only
your Available Balance, not your Previous Day
Balance.

= When visible, this column displays a drop-down
list for most transactions allowing selection of a
category, such as “Medical” or “Deposit”.

= Not all account types have a Category column.

= Refer to Check Register below for details on
transaction categories.
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Field

Account Activity Columns (cont.)

Description

Credit / Payment

Debit / Advances /

Charges

Amount

Balance

m Credits to the account.

= For Checking, Savings, CD, and IRA accounts,
the column heading is Credit. For Credit Card,
Loan, and Line of Credit accounts, it is
Payment.

m Debits to the account.

= For Checking, Savings, CD, and IRA accounts,
the column heading is Debit. For Loan and Line
of Credit accounts, it is Advances. For Credit
Card accounts, it is Charges.

= Amount of funds deposited into or taken out of
the account.

= This column replaces the Credit/Payment and
Debit/Advances/Charges columns when the
window not wide enough to show both.
Amounts representing debits are shown in red.

The account’s running balance, including recent
Internet transactions.

Click any column heading other than Balance to sort the activity list on that
column. Click the heading again to reverse the direction of the sort. The
double arrowhead () next to the column headings indicates how the list is

currently sorted.

Depending on your financial institution, the ACTIVITY sub-tab allows you to

view a history of up to two years of transaction items since signing up for the
service. You can set how far back in the history the activity list initially

displays with the Default history configuration option in Services & Settings.

The date range of the transactions currently displayed is shown above the list.
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To retrieve more transactions beyond the currently displayed date range, click
the button at the bottom of the list. The button is Next 30 Days by default,
but could be Next 5 Days, Next 10 Days or the like depending on your
preferences. (Refer to Updating Your History Configuration in Chapter 9.)
Jump back to the top of the page using the TOP control, which remains on the
right as you scroll down the page.

10/31/2016 Unposted: ACH Debit 007 2,084.39

10/28/2076 Unposted: ACH Debit

10/27/2076  Unposted: ACH Debit

10/27/2016  Unposted: ACH Debit
10/26/2016  Unposted: ACH Debit 1.01 235085

10/26/2076  Unposted: ACH Debit 1.00 2,351.96

| Next 30 days |

Searching Account Transaction Activity

The activity search engine allows you to find specific transactions based on
your search criteria.

Users can run a search query based on any combination of the following

criteria.
Account Activity Search Criteria
Field Description
Date Range Search for all transactions that occurred in a
given date range.
Category Search for all transactions designated with a

particular transaction category.

Transaction Type Search for all transactions, checks only, credits
only, or debits only.

Check Number Search for all checks in a given check number
range.
Amount Search for any transactions in a given dollar

amount range.

ONLINE BANKING BASIC SERVICES USER’S GUIDE
Confidential and proprietary to Apiture October 2018



Chapter 4: Accounts Tab

79I

To search your account transaction activity, do the following.

1.

2.

I ONLINE BANKING BASIC SERVICES USER’S GUIDE
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On the Accounts page, select the account you want to view from the
sidebar or the supermenu.

The selected account’s recent transaction appears in the ACTIVITY
sub-tab.

ALERTS

no new alert(s)

ACTIVITY

11 recent

Eal view All

Download File

Find transaction 10/19/2016 - 11/21/2016

More options

Date = Description & Category ~ % Credit Debit Balance
11/15/2016 Unposted: Direct Credit 3,000.00 3,002.81
11/15/2016 Unposted: Direct Credit 4,220.00 2.81
11/10/2016 Unposted: Direct Credit 1.00 -4217.19
11/07/2016 Daily Ledger Balance 191864
11/07/2016  ACLU Charitable D... ~ 3796 -4218.19
11/07/2016 SERVICE CHARGE ADJUSTMENT Select one e 20888 -4180.23
11/07/2016  OVERDRAFT FEE Select one - 452.02 3,971.35 =

In the Transaction Locator ( Findtransaction ), type any information
that would appear in a data column for the transaction(s) you are
searching for.
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You can enter an amount, a date (using leading zeros with single-digit
dates), a check number, a description, or a category. As you type, the list
below immediately adjusts to show only those transactions containing
what you type. The number of matching transactions appears to the right
of the Transaction Locator.

ACTIVITY ALERTS
1 recent no new alert(s)
[Za] View All
c|e:| % 10/17/2016 - 11/17/2016 | Download File |
4 matches. ——
More options
Date = Description v # Category v Credit Debit Balance
11/07/2016  ONLINE TRANSFER DEPOSIT Select one v 18364 517573 |
11/07/2016  ACH DEPOSIT Select one N 58382 -4,062.52
11/04/2076  IRA DISTRIBUTION DEPOSIT Select one \’ 716.57 -1,037.45
11/04/2016  DEPOSIT REVERSAL Select one v 47082 1,153.63
| Next 30 days |

3. Find the transaction you want in the filtered list.

If you need more specific criteria to locate the desired transaction, advanced
search options are available.

1. Click More options beneath the Transaction Locator.

A row with from and to date locators appears below the Transaction
Locator.

2. In the boxes, specify a range of dates from which to return transactions,
in the format mm/dd/yyyy. You can also click the calendar icons to select
dates graphically.

+ Enter the beginning date of the transaction range in the from box. The
default is one month prior to today’s date.

+ In the to box, enter the ending date. The default is today’s date.
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3. Click Search to list transactions within the date range.

ACTIVITY ALERTS

1 recent no new alert(s)
4] View All
11/07/2016- 11/17/2016 [ Download File |
dep * 2 matches. |

Fewer options

‘rc"n| 11/07/2016 Btc| 11/17/2016 B>

Add ancther filter 29 results. . Reset
Date = Description = # Category ~ Credit lz‘,it Balance

11/07/2076  OMLINE TRAMSFER DEPOSIT Select one - 18364 -5,175.73

m

11/07/2076  ACH DEPOSIT Select one e 583.82 -40B2.52

To narrow the results further, additional filters are available.
1. Click Add another filter beneath the date range row.
Another row appears, with two drop-down lists.

2. From the first list, select an additional filter criterion: Category (the
default), Transaction Type, Check Number, or Amount. The rest of the
row changes accordingly.

3. Enter or select the appropriate values for what you selected:

¢ Category - Select one or more transaction categories. This filter does
not appear for FlIs that do not offer Check Register.

+ Transaction Type - Select the type of transaction:
e Debit only
¢ Credit only
e Check only

¢ Check Number - Specify a range of check numbers in from and to
boxes.

¢ Amount - Specify a range of transaction dollar amounts in from and to
boxes.

4. If necessary, click Add another filter to create additional rows where you
can specify additional criteria. Click Remove to eliminate any filter you do
not need.
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5. Click Search to list transactions that satisfy all the filter criteria.

ACTIVITY ALERTS

no new alert(s)

11 recent

4] View All

11/07/2016 - 11/17/2016 S
dep * 2 matches.

Fewer options 1 filter selected (Click search to apply)

‘rc:"n| 11/07/2016 mto| 11/17/2016 B
Ch[: Amount v | is from n 100 |:: n 200 > © Remove E

Add ancther filter 29 results. Reset q m ’
Date = Description # Category ~ # Credit lbit Balance

11/07/2016  ONLINE TRANSFER DEPOSIT Select ane - 183.64 -5,175.73

11/07/20716  ACH DEPOSIT Select one e 583.82 -40B2.52

The transaction(s) matching the criteria you entered are displayed.

The Reset button restores all filter criteria to their default (no filter) values
without removing any filters you have added.

Check Register

Check Register allows you to assign, configure, and modify categories to your
transactions. Each transaction lets you enter a brief memo and assign a
category. By assigning categories to transactions, you can monitor your
spending in a customized way based on the transaction category type.

Note

Some financial institutions may not offer this feature. If
your financial institution does not offer Check Register,
the Category column and Memo field do not appear.

Check Register differs slightly in appearance and operation depending on
whether your institution offers My Spending. Illustrations in this manual show
Check Register as it appears with My Spending. Differences with the legacy
Check Register are noted where necessary.
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My Checking *ooss

$22,129.11

Available Balance

as of 2/05/2016 1:00 AM

Balance Adjustment

$23,063.60

Previous Day Balance

Overdraft Limit

@ Add An Account gy Print @) Help

More Details & Routing Numbers

m

Statements & Documents

Stop Check Payment

More options

-$934.49 $1,000.00 Future View
ACTIVITY ALERTS
3 recent Manage Alerts
Eal View All
Find transaction 02/01/2018 - 02/07/2018

A ™" indicates a discrepancy between the account balance and the transactions listed for the account. This can be due to unposted transactions not yet

received by, a transaction not accounted for, or various other accounting reasons.

Date = Description = # Category Credit Debit Balance

2/05/2018 Trans Type Other 44761 22,156.11

2/05/2018 Advance Reversal QOther 588.96 22,603.72

2/05/2018 Check [za] 44.42 22,014.76
Other

TOP

2/05/2018 Trans Type Qther a08.07 21,970.34

Assigning Categories

The Check Register feature lets you select the categories that are assigned to
your transactions. The Category column appears on your ACTIVITY sub-tab
transaction list and the Category field appears in the Transaction Detail dialog

box.

Online Banking automatically assigns categories to transactions from a
standard category set when the transactions are posted. You can change
these default assignments or create new categories to adjust what category is

assigned to any transaction.
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Note

Not all activity items let you select a category. Informational
transaction items, such as Daily Ledger Balance and unposted
transactions, do not have the Category field.

To edit a category on a transaction, do the following.

1. On the Accounts page, select the account you want to view from the
sidebar or the supermenu.

The selected account’s details appear, with the ACTIVITY sub-tab showing
by default.

2. Scroll or search to locate the transaction.

3. Click in the Category column for a transaction and select the category you
want from the scrolling list that appears.

ACTIVITY ALERTS

recent Manage Alerts

m

Eal view All

Find transaction 02/01/2018 - 02/05/2018 Download File

Fewer options

from 02/01/2018 E to | 02/05/2018 E
Add another filter 77 results. m

A" indicates a discrepancy between the account balance and the t'ansact'cn?md for the account. This can m\e to unposted transactions not yet
ns -

received by, a transaction not accounted for, or various other accounting reas Gas/Transport

Date = Description = & Groceries Crefit Debit BarT?:J
Medical

Restaurant

2/05/2018 Trans Type 447.61 22,156.11

Shopping {t’) c

2/05/2018 Advance Reversal 23896 22,603.72

Add New Category .

2/05/2018 Check [l A4442 22,014.76

X / -

For information on viewing, updating, and removing your categories, refer to
chapter 7, Services & Settings Page.

ONLINE BANKING BASIC SERVICES USER’S GUIDE
Confidential and proprietary to Apiture October 2018



Chapter 4: Accounts Tab 85 I

Entering Memos and Editing Descriptions

Transactions have a default description that is supplied by the institution or
merchant that handled the transaction. The default description identifies the
nature of the transaction, and often also includes information such as the
name of the institution/merchant, the location, and/or a reference number.
Because these raw descriptions can be long and often cryptic, Check Register
automatically generates an abbreviated version, the Short Description, which
appears in the Description column of the ACTIVITY sub-tab. Check Register
also lets you enter a brief text memo to give additional detail on a transaction.

Note

The editable Short Description is available only along with the
My Spending feature.

To enter a memo or edit the Short Description on a transaction, do the
following.

1. On the Accounts page, select the account you want to view from the
sidebar or the supermenu.

The selected account’s details appear, with the ACTIVITY sub-tab showing
by default.

2. Scroll or search to locate the transaction.
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3. Click the transaction’s description to display the Transaction Detail pop-up
window.

present only along
with My Spending

Transaction Detail

Date
02/01/2018

Description

Amount
-$50.00

ATM WITHDRAW FOOBANK 987 MAIN WILM DE US REF 222100

&= Print

Short Description
ATM WITHDRAW

)

Memo

Enter any notes here

& Inquire about this transaction.

Category

|. Other v ‘

4] No images attached.

4. Edit the text in the Short Description field if necessary. You can enter up
to 128 characters.

5. Enter a brief remark in the Memo field to describe the transaction. You

can enter up to 64 characters.

6. Close the pop-up. Your changes are saved automatically.

When My Spending is present, you can also view and edit memos for multiple
transactions at once directly in the activity list. Click the memo edit icon (#)
in the Description column header to enter the memo edit mode.

Date Description n Category ¥ ® Credit Debit Balance
2/05/2018 Trans Type 447.61 22,156.11
Other
2/05/2018 Advance Reversal 588.96 22,603.72
Other
2/05/2018 Check #4783 Eal 44.42 22,014.76
. Other
for school expenses|
2/05/2018 Trans Type 908.07 21,970.34 °
Other TOP
N— 4
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The icon highlights and editable memo fields appear for all applicable
transactions in the list. Add memos to as many transactions as necessary.
Click the icon again to end the edit mode.

Viewing Check Images

If your financial institution supports imaging, you can view images of any
cleared checks. Some institutions also support deposit slip images.

To view a cleared check, do the following.

1. On the Accounts page, select the account you want to view from the
sidebar or the supermenu.

The selected account’s details appear.

In the transaction list on the ACTIVITY sub-tab, checks appear as “Check
# <nnnn>"in the Description column, and an image view icon ([zal)
appears at the right side of the column.

2. Click the image view icon of a check transaction that you want to view.

11/03/2016  Check# 469 ) L 19.05 100711
11/02/2016  Check 471 _>® L 77.33  2,017.06
10/31/2016  Unposted: ACH Debit 007 209439
10/28/2016  Unposted: ACH Debit 045 2,00446
10/27/2016 ¥ i 25555 2 Q
0 016 Unposted: ACH Debit 55 094, TOP

10/27/2016  Unposted: ACH Debit 049 2,350.46
10/26/2016  Unposted: ACH Debit 101 235095
10/26/2016  Unposted: ACH Debit 100 235196
Next 30 days
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The front and back images of your check appear in a pop-up window.

11/03/2016 Check# 469 [a)

Item Image Actions v

oz G 2014

A0~

Qs Do

| :22345L785 | : 0OOL"! HB?EEH}ELD'F}' NOT NEGOTIABLE
%

P,
|
10/26/2016 Unposted: ACH Debit

Next 30 days

19.95

77.33

0.07

0.45

25555

0.49

1.01

1.00

1,997.11
2,017.06

2,004.39

2,094 45

2,004 °

TOP

235046
235095

2,351 96

¢ Click an image to zoom in for viewing fine detail.

¢ The Actions menu for the pop-up contains a Print This Page option
S0 you can get a hardcopy of your check image if necessary.

To see all available check images at once, click the View All icon in the top
right corner of the ACTIVITY sub-tab. A pop-up opens, displaying the images

in a scrolling list.

Downloading Transaction Activity

The system allows you to download account information from the Web site to
a spreadsheet or a personal finance software program, such as Intuit®
Quicken® or Microsoft® Money. These files can be downloaded as files you can
store on your computer, or directly into your personal finance software,
depending on the download format you select. If downloading to your

computer, remember that the file is not encrypted.

Note

Downloads to a personal finance software program (Advanced
Formats) do not support any filtering of the activity other than
date range. Only the spreadsheet download formats support

all the filtering options available.

The following download formats are available on the system. Your financial
institution may not offer all of the Advanced Format options.
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Transaction Download Formats

Description

Spreadsheet CSV

Spreadsheet FLC

Spreadsheet TSV

Spreadsheet Formats

A Comma Separated Values file, which is an
ASCII text file that organizes its values in
columns so that each column value is
separated by a comma from the next column’s
value. Each row starts a new line. This file
format has the extension ".CSV” and can be
used to download to a spreadsheet.

A Fixed Length Check file, which is an ASCII
text file that organizes its values in fixed length
fields with no line returns. This file format has
the extension “.FLC"” and can be used to
download to a spreadsheet.

A Tab Separated Values file, which is an ASCII
text file that organizes its values in columns so
that each column value is separated by a TAB
from the next column’s value. Each row starts a
new line. This file format has the extension
“.TSV” and can be used to download to a
spreadsheet.

Microsoft Money®
Active Statement

Advanced Formats

An Active Statement is a Microsoft
OFX-formatted file containing transaction
information that is exported from a financial
Web site and automatically imported into
current versions of Microsoft Money. This file
format has the extension “.ASF” if you choose
to download it and import it into Money at a
later time.

Your downloaded transactions will be reconciled
against any transactions already entered in
your account register. Active Statement also
automatically matches any transactions you
have already entered in your register to
eliminate duplicate download entries.
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Transaction Download Formats (cont.)

Format

Description

BAI2 Format

Microsoft Money®
OFX

QuickBooks®
WebConnect®

A BAI2 Format file is an ASCII text file in a
financial industry standard file format, used to
transfer data between different financial
programs or from an Online Banking web site
to a user’s financial program. This file format
has the extension “.BAI".

The Open Financial Exchange (OFX) format is
used for importing transaction information from
a financial or brokerage Web site to your
personal finance manager software (for
example, Microsoft Money). Microsoft Money
will not reconcile the downloaded transactions
in the OFX file against the transactions already
entered in your account register.

The file format has the extension ".MON" and is
generally used with older versions of Microsoft
Money (i.e, you must download the file to your
computer, and then manually import the file to
Microsoft Money).

The QuickBooks WebConnect feature allows
you to access your account history and
download this information directly into your
Intuit QuickBooks software on your PC. Your
downloaded transactions will be reconciled
against any transactions already entered in
your account register. QuickBooks WebConnect
also automatically matches any transactions
you have entered in your register to eliminate
duplicate download entries.

Intuit officially offers WebConnect support for
the most current version of QuickBooks plus
the two previous versions. The file format has
the extension “.QBO".
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Transaction Download Formats (cont.)

Description

Quicken®
WebConnect®

Quicken® QIF

The Quicken WebConnect feature allows you to
access your account history and download this
information directly into your Quicken software
on your PC. Your downloaded transactions will
be reconciled against any transactions already
entered in your account register. Quicken
WebConnect also automatically matches any
transactions you have entered in your register
to eliminate duplicate download entries.

Intuit officially offers WebConnect support for
the most current version of Quicken plus the
two previous versions. The file format has the
extension “.QFX".

A Quicken Interchange Format (QIF) file is a
non-proprietary ASCII text file that is used to
transfer data between different financial
programs or from a financial Web site to your
financial program, such as Quicken. Quicken
will not reconcile the downloaded transactions
in the QIF file against the transactions already
entered in your account register.

The file format has the extension “.QIF” and is
generally used with older versions of Quicken
software (i.e., you must download the file to
your computer, and then manually import the
file to Quicken).

Downloading History

To download an account transaction history, do the following.

1. On the Accounts page, select the account you want to view from the

sidebar or the supermenu.

The selected account’s details appear.
2. In the ACTIVITY sub-tab, click Download File.
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3. In the Download File dialog box, select the format you want for your
downloaded account history from the Format list.

Formast| Spreadsheet CSV Scr_i~g| Date Descending ~

from

Add anc

Spreadsheet CSV
Spreadsheet FLC
Spreadsheet TSV

Advanced Formats

Microsoft Money® Active Statement
BAIZ Format

Microsoft Money® OFX
QuickBooks® WebConnect®
Quicken® WebConnect®

Quicken® QIF

2016

4. Specify a time period using the from and to date range fields. The default

is the last 30 days.

If you are downloading to one of the Advanced formats, skip to step 8.)

6. In the Sorting list, select how you want the downloaded transactions
sorted in the spreadsheet file. You can sort ascending or descending based

on Date, Check Number, Description, Category, or Amount.

7. If necessary, narrow the transactions returned by clicking Add another
filter and enter appropriate criteria. The filter options are the same as for
searching for transactions. Refer to page 81 for details on entering filter

criteria.
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8. Click Download File.

Download File

Scrti—g[ Date Descending v l

Format| Spreadsheet CSV ~

from| 10/17/2016 B“’ | 1117/2016 m

Debit Only ~ l

is

AND[ Transaction Type ~

Add anather filter

EC—n s

How you proceed with the download depends on the format you selected. The
next sections present procedures to finish downloading, and view specific file

types.

Downloading a File

To download your account history, do the following after clicking Download

File in the Download File dialog box.

1. In the browser file download dialog, select the option to Save the file.

L ™y

You have chosen to open:

L) download.csv
which is: Microsoft Excel Comma Separated Values File (3.2 KB)

from: https://uat.fundsxpress.com

What should Firefox do with this file?

) Open with l Microsoft Excel (default) hd
=\

@ SaveFile )

[7] Do this automatically for files like this from now en.

| ok || concel |

The Save As dialog box appears.
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2. Select a folder to save your file (filename.CSV, for example), and then
click Save.

r ™
@ Enter name of file to save to... u

Organize = Mew folder

A User, Test Mame Date modified
. .android

. Firefox 9/16/201512:46 PM
| AppData

@ My Documents 2/12/2014 11:46 AM

@ Application Data
i3 Contacts
@ Coockies

e Desltop

& Downloads

. Email

ir Favorites

TR nrmnatiarhe

File name: download.csv

Save as type |Microsoft Excel Comma Separated Values File (*.csv)

= Hide Folders

Note

The download procedures for Tab Separated, Fixed Length
Check, Quicken/QuickBooks, and Microsoft Money files are
identical. The only difference is your selection for Format, and
the extension on the resulting file name.

Viewing a Filename.CSV File in Microsoft Excel

To view your account history downloaded as a CSV file in Microsoft Excel®, do
the following.

1. Open Microsoft Excel.

2. Click Open. The Open dialog box appears.
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3. On the Files of type drop-down list, select All Files (*.*).

Organize «

Bl Desktop
- Libraries

Mew folder

@ Documents

. Public Documents

dz' Music

[E5] Pictures

B Videos

A User, Test
. .android

. AppData

@ Application Data

i3 Contacts

@) Cookies
m Desktop

File name:

Documents library

Includes: 1 location

Arrange by:  Folder =

Mame

My Music

My Videos
Adobe PDF

2
g My Pictures
a8
K

K

Al Files (%7

4. Locate the folder that contains filename.CSV, and then double-click
filename.CSV. Microsoft Excel opens with your account history. You may
need to readjust the column widths to view all the information.

You have successfully opened the file in Microsoft Excel.

() =
e
Home

A

Date

6/14/2012
6/14/2012
6/19/2012
6/19/2012
6/21/2012
6/22/2012
6/22/2012
6/26/2012
6/27/2012
11 6/27/2012

Wleo [~ (o || b (| =

=
=

14 4 b 4| download A5

', - ,(‘J -
Insert

B
Ref/Check Description

Fage Layout

Farmulas

Opening Deposit
Daily Ledger Bal
101 Regular Check
Daily Ledger Bal
Daily Ledger Bal
JD ENTERPRISES PAYROLL
Daily Ledger Bal
Daily Ledger Bal

ONLINE BANKING TRAMSFER FROM SAVINGS ****

Daily Ledger Bal

download.csv - Microsoft Excel

Data
C

Add-Ins Acrobat @ - =
D E F G

Amount Balance
100 100
100
-10 90
90
90
1520
1520
1520
1570
1570

Review View Get Started

1215

Ready |

Viewing a Filename.TSV File in Microsoft Excel

-2 X

x

F

To view your account history downloaded as a TSV file in Microsoft Excel, do
the following.

1. Open Microsoft Excel.
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2. Click Open.

The Open dialog box appears.

3. In the Files of type list, select All Files (*.*).

4. Locate the folder that contains filename.TSV, and then double-click

filename.TSV.

The Text Import Wizard dialog box appears.

5. In the Text Import Wizard dialog box, click Next >.

The Text Wizard has determined that your data is Del

limited.

If this is carrect, choose Next, or choose the data type that best describes your data.

Criginal data type
Choose the file type that best describes your data:

Startimport at row: |1 = File origin:

Preview of file C:\Users\hippelr\Downloads\downloa

- Characters such as commas or tabs separate each field.
- Fields are aligned in columns with spaces between each field.

437 : OEM United States

d.tsv.

PateRef/CheckDescription 1

n

L0/28/2015Daily Ledger Balé54.7Z

N0/23/2015Direct Credit323.57378.253

Cancel

6. Click Next > again.

This screen lets you set the delimiters your data contains. ‘You can see how your text is affected in the preview

below.
Delimiters
Tab
[ semicolon [ Treat consecutive delimiter
. |:| Comma
[ space
[ other:

Text gualifier:

Data preview

§asone

ate ef/Check PDescripticon
072372015 irect Credit
072872015 aily Ledger Bal

[B23.57

Cancel

ategory
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7. Click Finish.

Text Import Wizard - Step 3 of 3 “ M

This screen lets you select each column and set the Data Format.,
Column data format

@ General

Er— ‘General' converts numeric values to numbers, date values to dates, and all
() Tex

remaining values to text.

Come o [3]

() Do not import column (skip)

Data preview

aaaaa 1 enerzll-eneral enerCepera]
Pescription Bmount Balance Memo fategory -

Pirect Credit [F22.57 [B72.23
\ '

Microsoft Excel shows your account history. You may need to readjust the
column widths to view all the information.

o ) (e |
,

Viewing a Filename.FLC File in Microsoft Excel
To view your account history downloaded as a Fixed Length Check (FLC) file in
Microsoft Excel, do the following.
1. Open Microsoft Excel.
2. Click Open.
The Open dialog box appears.
In the Files of type list, select All Files (*.*).

4. Locate the folder that contains filename.FLC, and then double-click
filename.FLC.

The Text Import Wizard dialog box appears.
5. In the Text Import Wizard dialog box Step 1, select Fixed Width.
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6. Click Next >.

Text Import Wizard - Step 1 of 3

The Text Wizard has determined that your data is Delimited.

If this is correct, choose Next, or choose the data type that best describes your data.
Original data type
Choose the file type that best describes your data:

- Fields are aligned in columns with spaces between each field.

Startimportat row: |1 +| File origin: 437 : OEM United States

Preview of file C:\Usersthippelr\Downloads\filename.FLC.

37.960000000000AFT SERVICE CHG
208_8800000000005SERVICE CHARGE ADJUSTHMENT
45Z_0Z00000000000VERDRAFT FEE

p1/07/2016+ 540.420000000000S0CIAL SECURIT
1/07/2016— €45.430000000000Adds ¥r to Date \Jithholding

4| 1

1p1/07/2016-
l 1/07/2016-
l 1/07/2016+

7. In the Text Import Wizard dialog box Step 2, set column break lines at
positions 10, 25, and 35, according to the instructions.

8. Click Next >.

p
Text Import Wizard - Step 2 of 3

5. [ |

This screen lets you set field widths (column breaks).
Lines with arrows signify a column break.

To CREATE a break line, dick at the desired position.
To DELETE a break line, double dick on the line.
To MOVE a break line, dick and drag it.

Data previ m /\

L
1707720168 349 .4Z000p00Q00ESOCAL SECURITY
1/0773PLE- €4%.45000000900%RddE ¥Yr to Date WIhholding

0 20 30 40 50 &0 70
L L L i 1 i L 1 L 1 1
1/0773PLE- 37-56Q000p00400 &I SERVICE CHG
170772014 20%.8B8000P00J00ESERNICE CHARGE ADJUSTMENT
170772014 453 .0ZP00P00Q00EOVERDRARFT FEE

N

9. Click Next > again.
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10. Click Finish.

Text Import Wizard - Step 3 of 3 l B |

This screen lets you select each column and set the Data Format.,

Column data format

@ General
‘General' converts numeric values to numbers, date values to dates, and all

) Text remaining values to text.

) Date: |MDY |Z| Advanced...

_) Do notimport column (skip)

Data preview

7.96Q000000000RFT SERVICE CHG e
000000000EERVICE CHARGE ADJUSTMENT
2p0000000000VERDRAFT FEE
00000000050CIAL SECURITY

000000000Rdds ¥r to Date Withholding \ -
m 3

Microsoft Excel shows your account history. You may need to readjust the
column widths to view all the information.

Importing a Microsoft Money MON File

For older versions of Microsoft Money (version 2003 or earlier) that do not
support Active Statement, you can download your account history using the
Microsoft MON file format.

Follow the steps in Downloading History. In the Format field, select ‘Microsoft
Money OFX'. Your file will be called “filename.MON".

To import the account history into Microsoft Money, do the following.
1. Open Microsoft Money.
2. On the File menu, click Import.

The Import dialog box appears.

3. Locate the folder where filename.MON is located. Click filename.MON, and
then click Import.

4. On the Microsoft Money dialog box, click OK.

The Statements page appears.

Note

Microsoft Money also accepts Quicken QIF files.
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5. To view the downloaded history file, click the Checking link.

6. To add the account history to your register, click Done.

Downloading an Active Statement Format File into
Microsoft Money

The Microsoft Money Active Statement format allows you to download your
account history file, and then immediately import the file into Microsoft
Money. If you have a current version of Microsoft Money, you can import your
account history directly. If you have an older version of Microsoft Money, you
must use the Microsoft Money OFX download option, save the file to your
computer, and then open the file in Microsoft Money. Refer to Importing a
Microsoft Money MON File above.

Follow the steps in Downloading History. In the Format field, select Microsoft
Money Active Statement. Your file will be called “filename.ASF”.

To import an account history using the Active Statement format into Microsoft
Money, do the following.

1. In the browser file download dialog, select the option to Open the
filename.ASF file and click OK.

Cpening filename. A5F @

You have chosen to open:

E) filename.ASF

which is: Windows Media Audio/Video file (9.1 KB)

from: data:

What should Firefox do with this file?

( @ Openwith |Microsoft Money ")

1 Save File

7] D this automatically for files like this from now on.

—»([ ok | ] concel |

e A

The Microsoft Money dialog box appears. It asks if you would like to start
Money now.
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2. Click Yes to start Microsoft Money.

Microsoft Money

@ The information has been received and will be imported kthe next time you run Money, Do you wank bo stark Money

now?

X

3. On the Choose a Money Account dialog box, select an account in the
Money account name list, or click New to create an account, then click

Next.

Choose a Money Accounkt

Online File Received

If you need to open a different Money file, click the Postpone button

and open the correct File,

Type of information: Active Statement File
Type of account: Checking
Account number: 1006998

Select the Money account that this online inFormation should be associated with,
(IF wou haven't yet set up the account in Money, click the Mew butkon, )

Money account name: | MoneyChecking | - | &w... Il

— (e

4. Enter your financial institution’s name in the Held at field, and then click

Next.

| Assign a financial institution

This account is:

@ Held at | Your FI [-]

12 Mot held at a bank, broker, or ather financial
institutian,

Independent companies prowide the electronic banking services
that you access via Microzoft Maney, Mickosoft iz not responsible
For their services ko you,

e

e
< Back (| |Next = I |)Iance| |
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5. Select the account type, and then click Next.

New Accounts at Your FI 5'

What kind of account would you like

to set up?

Asset Use checking accounts
EBank, to krack all vour checking
Car or other Vehicle activity, including debit
Cash

card transactions.

Checking
Credit Card
Haome

Home Equity Line of Credit
Liability

Ling of Credit

Other

Savings

K

P pe————
| < Back (| INext = I |)Zance| |
N ——

6. In the Name field, enter an account name (for example, "My Checking”,

“Business Checking”, etc.), and then click Next.

New Account "Your FI Checking® at Your FI x|

Mame: vour FI Checking

rd

< Back (| |Ne><t = |‘|)Zancel |
N —
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7. Enter the account number, and then click Next.

New Account *Your FI Checking® at Your FI x|

If vou don't know the account number, just leave it blank.
*fou can always enter it later on the Update Details page.

The account number is not required for vou o use Money,
but it's often convenient to have it in your Money file,

¥

Y e——
| < Back (| |Next = I |):ance| |
N ——

8. Enter the opening balance for the account, select the currency, and then
click Finish.

New Account "Your FI Checking® at Your FI x|

What's the opening value of this
account?

Enter the ending cash balance from vour last statement (if
wou have one). To start vour records From an earlier date,

use the balance from the earlier statement. Later, yvou can
enker all transactions from that date until now,

Note: If vou don't know the exact balance, estimate. You
can change it later,

what is the balance for this account?
|?6.69| | - |

What is the currency For this account?

|US dollar | - |

y

< Back ('“ Finish I |)Zance| |
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Microsoft Money opens with the Import Completed dialog.

MMy Money - Microsoft Money Trial Yersion
File  Edit T

Planner  Ta

ing

T e

3 22,2003
=== My Money Home page
Microsoft
MONEY2003 | thoose o viem: e T customee..,
Priority To Do List 4 e Priorities — What do you want to do?

Money Home Page
d g Maney currently has no priority tasks

=]

Learn about the

Favaorite Accounts
B a Money Home page

Account St
i i D Learn about the
ﬁ:hm":a?;'m " Yaur FI Checking Task-Based Home
msn*. Mo Favorite accounts have been selec Page
Add accounts to my Favorites O Learn about what's
RS Set up a new account e === newt in Money 2003
ask-Eased Home Page )
Securs your File with & Micrasoft Fassport D Learn what's nsw on
@ Announcements A% . the Money Home
Schedule your bills & paychecks page
Upgrade to Money 2003 Deluxel Install MSNEC Mews Alerts
Special price on Money 2003 Deluxe For Trial Ussrs D Lse Money Help
3 Track your gross pay and deductions
Tips, Tricks and Frequently Asked Questions 5 S -
Get answers and learn mare about Maney! Financial Provider Highights ——————="an
ING Direct MetBank ShareBuilder
Pay Your Bills The Easy Way
Get 3 Months Free of Online Bill Pay fram MSN Bill Pay! TD Waterhouse
@ Mo last update Special Offer - 10 FREE Trades
Free Institutional Research
WATERHOUSE
g adeito Money Del 26 how: 150 Branches Mationwids
Financial News A%
Read the latest financial news MonthlySpendinoraoress : =
Set a spending limit
@ Investment Summary
Set up your investments MoneySide Follow-up Notes A=
Add a follow-up note
See list of Follow-up notes I

Ask Money

9. On the Import Completed dialog box, click OK, and then click your
checking link to open your account.

MMy Money
Edt F

Advisor FY1E
®- @

®

January 22, 2003

My Money Home page
Microsoft
MONEY2003 | thooseaview: s [v] cusongen.

Priority To Do List [&1s¢ ||| what do you want to do?
Maoney currently has no priority tasks For you

Money Home Page

Priorities =" O Learn about the
*You currently have no priorities set Maoney Home page
Online services Add or delete priorities O Learn about the
powerad by Task-Based Home
Favorite Accounts =" Page
= 5 e IR O Learn about what's
e nding Balance new in Money 2003
Task-Based Home Page: ®
‘four FI Checking 1— $65.67 O Learn what's new on
o TavoTie SCconts have Oeen selected = the Money Home
add accounts to my favarites pags
Set up & new account O Use Money Help

¥ Reminders A %

ou have statements taread: 1

Access my Money data on the Web

Money Setup Assistant Tasks E="

Secure your fils with a Microsaft Passpart
Schedule your bills & paychecks ;I
Install MSMBC Mews Alerts

. Ask Money
Track your gross pay and deductions
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Microsoft Money opens with your downloaded information.

{M My Money - Microsoft Maney Trial Yersion

ouary 21,2003 * Your FI Checking

Downloaded:
11202003 st 6:00 PM ¥ ! lm = Payee
Balance: 78,60 2 12/31/2002 Fx Service David Blume

Items ko review (1)

Common Tasks
Pay ar record bills and
deposits

Make an electronic 3
payment or kransfer

Balance this account

Perform automated
balancing

Connect to bank 13
Change account details

P T 76,69

| Wiew: all Transactions covering All Dates, Sorked by Date (Increasing)

C Payment Deposit Balance

1.00 76.69 ;I

Ending Balance: $76.60

Other Tasks “ithdrawal || Depasit | | Transfer

Show Transaction Forms

Find  transaction | |EE | [Sommen withdrawsls

=] [getions ] Number:

Analyze spending 2

Pay to:
Category:

Mema:

Balanced on:  1j20§2003

Date:

Arnounk:

Upcoming Bills and Deposits

Buy stocks Schedule bills and deposits
for

Qnline ‘ R Internet Updates

Cash flow forecast for the next 60 days

100

50 {37669
[

(=0
W2l 423 4zt iz RS 34 3L 3B

&

Find  Frink

What do you want to do?

D Learn about
personalized
feedback in the
sccount registars

D Learn about the
sccount register

D Mark a bransaction
with a Flag For follow-
up

D Restore a deleted
transaction

D Learn about entering
transactions and
downlaading
statements

=

Ask Money

Type your question p
here and then dick
"Search." Search

Downloading into Quicken Using Quicken WebConnect

The Quicken WebConnect feature allows you to download your account history

file, and then immediately import the file into a recent version of Quicken

(current version plus two previous versions). If you have a current version of

Quicken, you can import your account history directly. If you have an older

version of Quicken (version 2000, and earlier), you must use the Quicken QIF

download option, save the file to your computer, and then open the file in

Quicken.

Note

Quicken WebConnect requires a registration or service fee (to
Intuit) from all financial institutions using the service. Intuit
will support the latest version of Quicken plus the previous two

versions. Not all financial institutions offer this service.

Follow the steps in Downloading History. In the Format field, select Quicken
WebConnect. Your file will be called “filename.QFX".
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To download an account history into Quicken using Quicken WebConnect, do
the following.

1. In the browser file download dialog, select the option to Open the
filename.QFX file and click OK.

The Quicken dialog box appears. It asks if you would like to start Quicken
now.

2. Click Yes.

Quicken opens and begins importing your file. After the file is processed
and downloaded, Quicken automatically opens the appropriate account
register.

Importing into QuickBooks using QuickBooks
WebConnect

Like Quicken WebConnect, you can download your account history directly
into your QuickBooks accounts. QuickBooks WebConnect exports your
information and automatically imports it directly into your QuickBooks
software (i.e., you do not need to manually save the file to your computer, and
then import it into QuickBooks).

By using QuickBooks WebConnect, your downloaded transactions will be
reconciled against any transactions already entered in your account register.
QuickBooks WebConnect also automatically matches any transactions that
you have already entered in your register to eliminate duplicate download
entries. Intuit officially offers WebConnect support for the most current
version of QuickBooks plus the two previous versions.

Follow the steps in Downloading History. In the Format field, select
QuickBooks WebConnect. Your file will be called “filename.QBO”.

1. In the browser file download dialog, select the option to Open the
filename.QBO file and click OK.

QuickBooks opens with a dialog box indicating that QuickBooks has
received new transaction data.

2. 0On the QuickBooks dialog box, click Import new transactions now,
and then click OK.

You should see your transaction information in the Items Received from
Financial Institution section.

3. In the Items Received from Financial Institution section, click View.
The downloaded items appear on the Match Transactions page.
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4. To record unmatched transactions into the register, select the transaction
in the Quick Statement section (lower half of the page), and then click
Add to Register.

If prompted, add the Payee name to your list.

5. Click the Account drop-down list, assigh a specific account to the
transaction, and then click Record.

6. Repeat the last three steps for each unmatched transaction.

When you have completed recording the unmatched transactions, you will
have successfully entered your transactions into your QuickBooks
software.

Account Statements and Documents

A financial institution needs to provide various documents to its users.
= Account statements

m Other account documents, consisting of official disclosures, terms and
conditions, and legal notices

Your institution may opt to offer statements alone, or both types of
documents for online viewing. If both, a single electronic documents setting
governs both account statements and disclosures/notices.

For institutions that offer these services, the system allows you to easily
access your monthly statements and account documents online. All online
statements and documents present exactly the same information as the paper
versions received in the mail. Users have the capability to view, save, or print
account statements and other documents.

Viewing an Account Statement

If your institution offers account documents as well as statements, you view
statements the same as any other document. Refer to Viewing an Account
Document.

To view an account’s monthly statement (for institutions that do not also offer
account documents), do the following.

1. On the Accounts page, select the account you want to view from the
sidebar or the supermenu.

The selected account’s details appear.
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2. From the Quick Links on the right side of the page, click Statements.

o Add An Account g Print 0 Help

My Checking *oo058
_ Transfer In b
$3,002.81 $1,918.64 [ Tansicrin |
Aval_lébl_e . Previous Day Moare Details & Routing Numbers
$4921.45 Overdraft Protection Stop C Iiil
$7,000.00 Future View
ACTIVITY ALERTS
10 recent no new alert(s)
[Za] View All
n 10/23/2016 - 11/23/2016
Meore options
Date = Description & Category ® Credit Debit Balance
cianta 2 nnnan 2nnn g9

The Account Statement page appears.

Note

If your institution offers both statements and account documents,

the option on the Accounts page is Statements & Documents.
Refer to Viewing an Account Document for details.

3. In the Statement to Retrieve field, enter the date to include in the

statement.

Note

The search by default is set to Match Closest, which finds the

statement closest to the date you entered. To find the statement
ending in the month you entered above, select Match Specified

Month instead.
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4. Click View.

Accounts

My Checking Checking *0058 E‘ Statement E‘

Account Staterment Electronic Statement Delivery Status

© Help

For Account: MY Checking Checking *0058

Account Name: John Doe

Statement to Retrieve:  11/16/2016  (MM/DD/YYYY)

Match Closest @ Match Specified Month ©

You have OPTED IN for electronic statement delivery on account *0058.
Click here to view our Electronic Disclosure Policy.

You may request to reinstate statement delivery to your physical address on
file at Any Institution by clicking one of the buttons below. Online statements
will still be available for viewing in Online Banking, but you will alse receive
your statements via US Mail within the next statement cycle.

Statement notifications are currently being delivered to:
johndoe@example.com (Primary Email}

A

Opt Out For This Account | Opt Out For All Accounts | Update Email

The appropriate monthly statement appears. Depending on your
institution’s configuration, the statement may be displayed within a PDF

viewer, or as a page in the OLB browser window.

Accounts

My Checking Checking *0058 E| Statement E‘ E
Save Statement To File | Retrieve Check Images

Print this page Hel,
[EEE] P

m

vo“r FI o

P.0. Box 1039 (B00)555-1234
Anywhere, US12345  Wetro: (123]555-1234
Fax: (123)555-1235

et/ f wwviyourfiurl.com

JOHH LND MLRYSHITH
123 PECAN ST,
SPRINGFIELD. T/ 75853

Pelof2
***WEARE NOV O FFERING ONLINE BILL PL/IENT FREE v/ ITH DIRECT DEPOSIT TO REQUEST THES SER VICE. PLELSE ENAIL US AT INFO @O URFIURLEO **
07,05/2012 Baginning B nca — FREECHECKING 1913833
3 Depozs and Other Sclditianz 237473
12Checks and Other Deductions - 231336
08/05/2012 Ending Eabince 3003z in Statement Parid 1319770
*+* EPOSITS AND OTHER ADDIMIONS TO YOUR ACCOUNT ***
08/10/2012 DIRECT D EROSITUSA ENMPLO VER PUROLL L9877
o7/2/2012 INTEREST PayMENT LTEL]
07,28/2012 DIRECT D EPOSIEUSA PAROLL 107386

CHECK P AMOUNT CHECK e

=+ CHECKS UISTED IN NUMERICAL ORDER,; | *) INDICATES GAP IN SEQUENCE ***

AMOUNT

Note

Your financial institution may have a different setup for their
statements. You may be taken to an external site to access your
statements, or may access a statement in plain text format.
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Saving Monthly Statements

Users can save their monthly statements to their computer. The account
statement filename is “stmt<MMYY>.<xxx>" where <MMYY> represents the
month and the year of the account statement and <xxx> is “pdf” or “htm”,
depending on your institution’s statement format.

To save monthly statements, do the following.

1. On the Account Statement page, click Save Statement to File. For a PDF
statement, use the PDF viewer’s Save option.

=} Print this page ) Help
Accounts

m

My Checking Checking *0058 E| Statement E‘ E

Save Statement To File | Hetrieve Check Images
/ vﬂlll' FI S
/]

P.0. Box 1039 (B00)555-1234
Anywhere, US12345  Wetro: (123]555-1234
Fax: (123)555-1235

et/ f wwviyourfiurl.com

10
JOHN AND MARYSMITH
12 pecanst
SPRINGFIELD T 75853
0e05/ 2012
-

e AREO 1 OFER NG ONLMI L FEAGUTFRE T IR ECT D EROSTT T BEDUIESTTHESSE8 1 PLESSE 1AL US 71 G0 UBFIIRLCDI--<

e SR SR EnD

3 Depozits and Qthar Additons + 237473
12Checks and Other Deductions - 231386
CmEm Gt SE P e
R ——

0102012 DIRECT D EROSIT USA EMPLO VER PAROLL 1®=e77

T R Y e

e et s DT

e ———————
CHECK DAXTE AMOUNT CHECK. DATE AMOUNT hal
)
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2. In the browser’s or PDF viewer's file download dialog box, select the
option to Save the file.

You have chosen to open:

| stmt0915.htm
which is: htm File (21 KB)

from: https://secure fundsxpress.com

What should Firefox do with this file?

0) Dpenwith | Firefox

@ Save File

Do this automatically for files like this from now on.

[ ok || cancel |

3. If necessary, in the Save dialog box locate a folder for the statement file,
and then click Save.

@ Enter name of file to save to. E
',(—-\' e .. ¥ User, Test » Downloads » Firefox - || Search

Organize « MNew folder

4 Libraries Date modified

@ Documents
Jﬁ Music

[E5] Pictures
E Videos

A User, Test
. .android
. AppData
@ Application Data

Mo iterns match your search.

i3 Contacts
@) Cookies
m Desktop

B Mownloads

File name:  stmt0315.htm|

Save as type: | htm File (*.htm)

“ Hide Folders

The account statement is saved to your folder on your PC.

Printing Monthly Statements

Users can easily print an account statement from the Account Statement page
or PDF viewer. The minimum requirement is that a printer is connected to
your computer, and that your browser is JavaScript-enabled.
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To print a monthly statement from a browser-based statement display, click
the Print this page icon. The account statement is sent to your printer.

Print this page Help
[EEE) P

Accounts /(

My Checking Checking *0058 E| Statement E‘ m
Save Statement To File | Retrieve Check Images

mn

vn“r FI o
P.0. Box 1099 (B00)555-1234
Anywhers, US12345  Wetro: (123)555-1234
Fax: (123)555-1235
nttp:/ f wwvyourfiurl.com
10 ey
JOHN AND MARYSHITH 1027
123 PECANST
SPRINGFIELD, T+ 75853
08/05/2012
Pelofz
“+*WEARENO/ OFFERING ONLINE BILL PSENT FREE V/ITH DIRECT DEPOSTTTO REQUESTTHI SERVICE. PLEASE ENTAIL US 5T N O @O URFIURLCO 11 **

o705/2012 Bezinuing Babince —FREECHECKING 1913683
Y L 237473
12Chacks and Othar Deductions = B31336

08,05/2012 Ending Eabince 30 Dayz in Satament Pericd 1319770

++* DEPOSITS AND OTHER ADDITIONS TO YOUR ACCOUNT **

o8/10/2012 DIRECT D EFOSITUSA ENPLD VER PLROLL 1077

o7,/28/2012 INTEREST PAMENT auzo

onmmz DIRECT D EFOSTEUSE PPOLL 107356

% CHECKS LISTED IN NUMERICAL ORDER; [ *) INDICATES GAP IN SEQUENCE ***
CHECK. DaTE AMOUNT CHECK DuTE AMOUNT %

To print a monthly statement from a PDF-based statement display, use the
Print function in the PDF viewer.

Viewing an Account Document

To view an account document (for institutions that offer e-documents), do the
following.

1. On the Accounts page, select the account you want to view from the
sidebar or the supermenu.

The selected account’s details appear.
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2.

3.

From the Quick Links on the right
Documents.

side of the page, click Statements &

My Checking *oos8

$3,002.81

Available

-81,918.64

Previous Day

as of 11/07/2016 1.00 A

Balance Adjustment Overdraft Protection

54921.45 $1,000.00
ACTIVITY ALERTS
3 recent no new alert(s)

@ Add An Account  fmh Print @) Help

More Details & Routing Numbers
Statements & Documents
Future View

Update Balance

Find transactic n 11/06/2016 - 11/22/2016

More optians

Date = Description v &

Category v &

E&) view All

Download File

Credit Debit « Balance

)0.00

3,002.81 -

The Statements & Documents page appears, listing all available

documents for all accounts.

Accounts

My Savings Savings *0036 E‘ Statements & Documents

Listed below are your most recent documents for the specified account.

€ Add An Account gy Print this page € Help

B ]

You have OPTED IN for electrenic document delivery on this account. Click here to view our Electronic Disclosure Policy.

You may request to reinstate document delivery ta your physical address on file st Any Institution by clicking one of the buttons below. Online documents will still be

available for viewing in Online Banking, but you will also receive your documents via US Mail

View e-Delivery Settings

Statements & Documents for *0056 -11/02/2016 to 11/09/2016  Last 7 Days

E| All Document Types E|

Document Type = - 18] Account - - e-Delivery Status Date Received
Req E Optin confirmation 12345678 My Savings *0056 m:\ 1109/2018
NSF Hotice 098765432 My Savings *0056 m:\ 11108/2016
Account Statement - October 56781234 My Savings *0058 m:\ 110512016

Locate the document you want in the list. If you do not see the document
you want, you may need to adjust the date range or the document type.

¢ Use the date range list to expand the listing of displayed documents.

Options are:
e Last 7 Days (default)

ONLINE BANKING BASIC SERVICES USER’S GUIDE

Confidential and proprietary to Apiture

October 2018



Chapter 4: Accounts Tab 114 I

e Last 30 Days

e Last 90 Days

e Last 6 Months

e Last Year

e Custom Date Range

Select Custom Date Range to open a dialog box. Enter specific From
and To dates and click Update.

¢ Use the document type list to filter the list to show just the types of
document (including statements) that you want to see. The default is
All Document Types.

4. Click the link of the document you want in the Document Type column.

The document appears in a separate window or tab using your PDF
viewing utility.

Account Statements with Electronic-only Delivery

Electronic-only statement delivery (“e-statements”) provides exactly the
same information as your paper statements, except that it is delivered online
instead of through the mail. If your financial institution offers e-statements,
you can opt-in to have your statements delivered in electronic-only format.
Once you opt-in for the service, you will no longer receive paper statements in
the mail.

When you have opted-in for e-statement delivery, you will receive a
notification when your accounts’ statements are viewable online. You can
always opt-out of e-statements if you prefer receiving paper statements in the
mail.
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To opt-in for electronic-only statements (for institutions that do not also offer
electronic documents), do the following.

1. On the Account Statement page, click Electronic Only Statement

Delivery.
O Hep
Accounts
My Checking Checking *0058 E| Statement E| E
Account Statement Electronic Statement De\ivery

My Checking Checking *0058
For Account: Would you like to receive your account statement in an

John Doe electronic format enly? You may elect to receive an electronic
copy of your account statement through our secure website,
and we will no longer mail account statements to your address

Statement to Retrieve: 11/16/2016  (MM/DD/YYYY) of record. Click here for more information about electronic enly

Account Name:

statement delivery.

—> Electronic Only Statement Delivery )

Match Closest ® Match Specified Month ©

The e-statements disclosure page appears.

Note

The Account Statement page is also accessible by clicking
View statements on the Services & Settings page.

2. On the E-statement Disclosure page, read the E-statement disclosure and
click Accept or Accept and Print to continue the Opt-in Process.

Note

Your financial institution’s disclosure may be different from the
one shown here.
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3.

@ Hep
Accounts

My Checking Checking *0058 E| Statement E| E

Electronic Statement Disclosures

ANY INSTITUTION
Electronic Statement Disclosure

This disclosure contains important information about our Electronic Statement product, also referred to as E-Statements. You should keep a copy
of this disclosure for your records.

At the end of the disclosure, we will ask you to accept periodic deposit account statements in an electronic format. Before providing your consent,
please read and consider the following information. Then, if you agree, you can click the "I Agree” button at the end of this disclosure.

E-Statement Delivery

change ronic format) Wi fees.
Email Address Changes

In order to provide E-Statements, we must maintain current customer email addresses at all times. It is your sole responsibility to provide us with
your correct contact information, including your email address.

You should notify us of any changes to your personal contact information or you can update your personal information through “User Senvices™ in
the Online Banking Service.

Proceed with Acceptance of E-Disclosures

With your acceptance below, you agree to accept periodic deposit account statements in an electronic format. You also agree that you have the
necessary equipment for accessing and viewing E-Statements and you agree to notify us if you change your email address or if you no longer want
to receive statements electronically.

If you decide not to enroll for E-Statements, select the “cancel” button below. You can still enroll at later time within the Online Banking Senice.
With your acceptance below, you agree to accept periodic deposit account statements in an electronic format. You also agree that you have the
necessary equipment for accessing and viewing E-Statements and you agree to notify us if you change your email address or if you no longer want
to receive statements electronically.

If you decide not to enroll for E-Statements, select the “cancel” button below. You can still enroll at later time within the Online Banking Service.

—> \ceept and Print

Qur Online Banking customers already experience the convenience of viewing periodic_ account statements online. Additional convenience and
e achieved b t product.

On the Electronic Statement Delivery Request page, verify your email

address, and click one of the following buttons.

+ Submit for this Account. You will opt-in for e-statement delivery for

that specific account.

¢ Submit for All Accounts. You will opt-in for e-statement delivery for

all existing accounts.
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O Hep
Accounts

My Checking Checking *0058 E| Statement E| E

Electronic Statement Delivery Request

You have submitted a request to receive all available Any Institution statements electronically for account *0058. By clicking “Submit"
below, you acknowledge that you have read and understood our Electronic Disclosure Policy, and that you have access to a computer that
meets the technical requirements set forth in this policy.

‘You may submit this request for this account only or for all accounts where statements are available for electronic viewing on our
website. By submitting this request, Any Institution may discontinue the delivery of paper statements to those accounts

So that we may alert you when your statement is available for viewing online, please verify we have your current email address and
update your email address on our system as needed

Primary Email Address:  johndoe@example.com

Verify Email Address: | johndoe@example.com

( Submit for this Account | Submit for All Accounts m

Opting-out of Electronic-only Statement Delivery

You may opt-out of the electronic-only statement delivery service at any time,
after which you will receive paper statements in the mail, typically within the
next statement cycle. On the Account Statement Search page, you will see
the Opt-out buttons at the bottom of the page.

ONLINE BANKING BASIC SERVICES USER’S GUIDE
Confidential and proprietary to Apiture October 2018



Chapter 4: Accounts Tab 118 I

To opt-out of electronic-only statement delivery (for institutions that do not
also offer electronic documents), do the following.

1. On the Account Statements page, click one of the following buttons.

¢ Opt Out For This Account. You will opt-out for e-statement delivery
for that specific account.

+ Opt Out For All Accounts. You will opt-out for e-statement delivery
for all existing accounts.

O Help
My Checking Checking *0058 E‘ Statement E‘ m
Account Statement Electronic Statement Delivery Status
For unt: My Checking Checking *0058 You have OPTED IN for electronic statement delivery on account *0058.
Click here to view our Electronic Disclosure Policy.
Account Name: John Doe
You may request to reinstate statement delivery to your physical address on
st ttoRetrieve: | 11/16/2016  (MM/DD/YYYY) file at Any Institution by clicking one of the buttons below. Online statements
will still be available for viewing in Online Banking, but you will also receive
Match Closest @ Match Specified Month © your statements via US Mail within the next statement cycle
Statement notifications are currently being delivered to:
johndoe@example.com (Primary Email}
C Opt Out For This Account | Opt Out For All Accounts | Llpdate Email

A confirmation page appears stating that you will begin to receive paper
account statements in the mail.

2. On the Electronic Statement Delivery Cancellation Request page, click
Accept to opt-out of the electronic-only statement delivery service.

An opt-out confirmation page appears stating that you will receive your
paper statements in the mail at the next statement cycle.

€ Help
Accounts
My Checking Checking *0058 E‘ Statement E‘ m
Electronic Only Statement Delivery Opt Out Request
You have requested to reinstate delivery of your account statement for account *0058 to your
physical address on file at Any Institution. Online statements will still be available for viewing in
Online Banking, but you will also receive your statements via US Mail within the next statement
cycle.
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Account Documents and Statements with Electronic-only
Delivery

Electronic-only account document delivery (e-documents) provides exactly
the same information as paper account documents, except that the
documents are delivered online instead of through the mail.

Account documents consist of legal notices, disclosures, terms and conditions,
and other such notifications that an institution is required to send to its
customers. Statements are also considered account documents and you
manage them in the same way.

If your financial institution offers e-documents, you can opt-in to have your
documents delivered in electronic-only format. Once you opt-in for the
service, you will no longer receive paper documents in the mail.

When you opt-in for e-document delivery, you will receive an email
notification at your email account when your accounts’ documents are
viewable online. You can always opt-out of e-documents if you prefer
receiving paper documents in the mail.

To opt-in for electronic-only documents, do the following.

1. On the Accounts page, select the account you want to view from the
sidebar or the supermenu.

The selected account’s details appear.

2. From the Quick Links on the right hand side of the page, click
Statements & Documents.

The Statements & Documents page appears, listing any current
documents for the selected account.

Note

The account Documents page is also accessible by clicking
View statements & documents on the Services & Settings

page.
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3. Click View e-Delivery Settings.

€ Add AnAccount  fmj Print this page € Help

Accounts

My Savings Savings *0056 E| Statements & Documents E| m

Listed below are your most recent documents for the specified account.
You have OPTED IN for electronic document delivery on this account. Click here to view our Electronic Disclosure Policy.

You may request to reinstate document delivery to your physical address on file at Any Institution by clicking one of the buttons below: Online documents will still be

available for viewing in Online Banking, but you will alse receive your documents via US Mail.

View e-Delivery Settings 4—

Statements & Documents for *0056 -11/02/2016 10 11/09/2016  Last 7 Days E| All Document Types EI
Document Type = - ID Account =~ e-Delivery Status Date Received =«
Req E Optin confirmation 12245678 My Savings "0056 1/08/2018
NSF Natics 098765432 My Savings *D056 11082016
Account Statement - October 56781234 My Savings 0056 /052016

The e-Delivery Status for All Accounts dialog box appears.

e-Delivery Status for All Accounts

Account Account e-Delivery Status

My Checking Checking *0058
My Savings Savings *0056

My Loan Consumer Loan *0653
My CD CD *8817

My IRA IRA *7650

Old Savings Regular Savings *6381

My Credit Card Credit Card *4389 |:m
Opt-in for ALL Accounts Opt-Out For ALL Accounts

The dialog box displays the account document e-delivery status for all
your accounts, either ON for opted-in accounts, or OFF for opted-out
accounts. You can change them individually with the ON/OFF indicator
buttons, or change all at once using Opt-in for ALL Accounts or
Opt-Out For ALL Accounts.

4. To opt-in for electronic-only delivery for a particular account, click its OFF
indicator. On the E-document Disclosures page that appears, read the
E-document disclosure and click Accept or Accept and Print to continue
the Opt-in process.
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5.

Note

Your financial institution’s disclosure may be different from the
one shown here.

© Hep
Accounts

My Checking Checking *0058 E| Statement E| m

Electronic Statement Disclosures

ANY INSTITUTION
Electronic Statement Disclosure

This disclosure contains important information about our Electronic Statement product, also referred to as E-Statements. You should keep a copy
of this disclosure for your records.

At the end of the disclosure, we will ask you to accept periodic deposit account statements in an electronic format. Before providing your consent,
please read and consider the following information. Then, if you agree, you can click the "I Agree” button at the end of this disclosure.

E-Statement Delivery

Qur Online Banking customers already experience the convenience of viewing periodic account statements online. Additional convenience and
e achieved b It product.

change ronic format) Wi fees.
Email Address Changes

In order to provide E-Statements, we must maintain current customer email addresses at all times. It is your sole responsibility to provide us with
your correct contact information, including your email address.

You should notify us of any changes to your personal contact information or you can update your personal information through “User Senices” in
the Online Banking Service.

Proceed with Acceptance of E-Disclosures

With your acceptance below. you agree to accept periodic deposit account statements in an electronic format. You also agree that you have the
necessary equipment for accessing and viewing E-Statements and you agree to notify us if you change your email address or if you no longer want
to receive statements electronically.

If you decide not to enroll for E-Statements, select the “cancel” button below. You can still enroll at later time within the Online Banking Senice.

With your acceptance below, you agree to accept periodic deposit account statements in an electronic format. You also agree that you have the
necessary equipment for accessing and viewing E-Statements and you agree to notify us if you change your email address or if you no longer want
to receive statements electronically.

If you decide not to enroll for E-Statements, select the “cancel” button below. You can still enroll at later time within the Online Banking Senice.

— (CDE=ET e

On the Electronic Document Delivery Request page, verify your email

address, and click one of the following buttons.

¢ Submit for this Account. You will opt-in for e-document delivery for

that specific account.

¢ Submit for All Accounts. You will opt-in for e-document delivery for

all existing accounts.
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O Hep
Accounts

My Checking Checking *0058 E| Statement E| m

Electronic Statement Delivery Request

You have submitted a request to receive all available Any Institution statements electronically for account *0058. By clicking “Submit"
below, you acknowledge that you have read and understood our Electronic Disclosure Policy, and that you have access to a computer that
meets the technical requirements set forth in this policy.

‘You may submit this request for this account only or for all accounts where statements are available for electronic viewing on our
website. By submitting this request, Any Institution may discontinue the delivery of paper statements to those accounts

So that we may alert you when your statement is available for viewing online, please verify we have your current email address and
update your email address on our system as needed

Primary Email Address:  johndoe@example.com

Verify Email Address: | johndoe@example.com

( Submit for this Account | Submit for All Accounts m

The e-Delivery Status indicators for all opted-in accounts will now show as
ON.

Opting-out of Electronic-only Document Delivery

You may opt-out of the electronic-only document delivery service at any time,
after which you will receive paper documents in the mail.

To opt-out of electronic-only document delivery, do the following.

1. On the Accounts page, select the account you want to view from the
sidebar or the supermenu.

The selected account’s details appear.

2. From the Quick Links on the right hand side of the page, click
Statements & Documents.

The Statements & Documents page appears, listing any current
documents for the selected account.

Note

The Statements & Documents page is also accessible by
clicking View statements & documents on the Services &
Settings page.
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3. Click View e-Delivery Settings.

€D Add AnAccount  fmy Printthis page € Help

Accounts

My Savings Savings *0056 E| Statements & Documents E| E

Listed below are your most recent documents for the specified account.
You have OPTED IN for electranic document delivery on this account. Click here to view our Electronic Disclosure Policy.

You may request to reinstate decument delivery to your physical address on file at Any Institution by clicking one of the buttons below. Online documents will still be
available for viewing in Online Banking, but you will also receive your documents via US Mail.

View e-Delivery Settings 4—

Statements & Documents for 0056 - 11/02/2016 10 11/0%/2016  Last 7 Days E| All Document Types E|
Document Type « » D Account aw e-Delivery Status Date Received aw
Req E Optin confirmation 12345678 My Savings *0056 m:\ 1108/2016
NSF Natice 098765432 My Savings *0056 m:\ 1108/2016
Account Statement - October 56781234 My Savings "0056 B ) /0512016

The e-Delivery Status for All Accounts dialog box appears.

e-Delivery Status for All Accounts

Account Account e-Delivery Status
My Checking Checking *0058

My Savings Savings *0056

My Loan Consumer Loan *0653

My CD CD *8817

My IRA IRA *7650

Old Savings Regular Savings *6381 OFF

My Credit Card Credit Card *4389 OFF

Opt-In for ALL Accounts Opt-Out For ALL Accounts

The dialog box displays the account document e-delivery status for all
your accounts, either ON for opted-in accounts, or OFF for opted-out
accounts.

4. Change delivery status individually with the ON/OFF indicator buttons, or
change all at once using Opt-in for ALL Accounts or Opt-Out For ALL
Accounts.

A page appears stating that you will begin to receive paper account
documents in the mail.
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5. On the Electronic Only Document Delivery Opt Out Request page, click
Accept to opt-out of the electronic-only document delivery service.

© Help
Accounts

My Checking Checking *0058 E‘ Statement E‘ m

Electronic Only Statement Delivery Opt Qut Request

You have requested to reinstate delivery of your account statement for account *0058 to your
physical address on file at Any Institution. Online statements will still be available for viewing in
Online Banking, but you will also receive your statements via US Mail within the next statement
cycle

An opt-out confirmation page appears stating that you will receive your
paper documents in the mail at the next document cycle.

Outside Accounts

Overview

The Outside Accounts feature, under institutions that offer it, gives you
greater insight into your overall financial picture by incorporating balances
from accounts at other institutions into your Online Banking experience. When
you have configured outside accounts, you can access basic account
information such as balances and recent transactions much like your native
accounts. You can also configure outside accounts to allow transfers to and
from your native accounts if your institution offers external transfers.
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Click Outside Accounts in the Accounts tab supermenu or sidebar to access
the Outside Accounts page. Before you have added any outside accounts, the
page looks like this.

Welcome John Doe~ Log Out Contact Us £4 Messages v o Alerts ~

Accounts Bills & Payments Transfers ~ My Spending

Spendable Balance =y Print

Outside Accounts

What's my Spendable Balance?

My Checking Make Any Institution your financial hub by connecting with other financial institutions.
*0058 $4,480.48

My Savings
*0056 $89.216.01 See outside account balances automatically. Transfer money to andlfrnn|'| outside accounts
seamlessly

$40,797.52

My Credit Card
*9039 $816.65

Sync Outside Balances Link for Transfers

Transfers Avroilahla F R f ) Anifn
Available for most banking and credit card accounts Availab

investr
&3 Syrc Outside Balances = Add Transfer Account

Qutside Accounts

Sync Outside Balances

Under the Sync Outside Balances section of the Outside Accounts page, you
can add accounts at other financial institutions. Most banking and credit card
accounts are available. The page leads you through a simple process to
identify an account you want to add.

When you have completed the process, the outside account is added to the
SYNCED ACCOUNT BALANCES list on this page, and its balance will be shown
on the Home page. If you have added several outside accounts, they are
grouped by institution on the Outside Accounts page. On the Home page,
outside accounts are grouped with your native accounts, but are always
identified with a cloud icon, the other institution’s name and logo, and the
account type with its masked account humber.
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The access and features you have with outside accounts that you have added
are not the same as for native accounts. Outside accounts do not appear on
the main Accounts page or its sidebar, and cannot be made Favorites or be set
as your Spendable Balance account. For outside accounts, there are no
categories or "My Spending”, and it is not possible to view the same level of
account details (interest rates, etc.) within Online Banking as you can with
native accounts. Within Online Banking, outside accounts are indicated by the
other institution’s logo, and with a cloud icon ().

Link for Transfers

Under the Link for Transfers section of the Outside Accounts page, you can
request transfer privileges with accounts at other financial institutions, so that
you can transfer funds between them and your native accounts.

The Add Transfer Account button begins the process to add an outside
account as an external transfer account, the same as the Add external
transfer account link on the Services & Settings page. When you have
completed the process, the outside account is added to the LINKED
ACCOUNTS list on this page, and the transfer privileges you specified
(Transfer to and/or Transfer from, along with the associated limits) are shown.

The external transfer accounts listed will be available in the account selectors
on the Transfers page. External transfer accounts are identified with a cloud
icon, the other institution’s name and logo, and the account type with its
masked account number.

Adding Outside Accounts

To see balances from outside accounts within Online Banking, you need to
identify those accounts in the Sync Outside Balances section of the Outside
Balances page.

Initially, before you have added any outside accounts, this section just has the
Sync Outside Balances button. You use this to start the outside account
process. Once you have added at least one outside account, this button
becomes Add Outside Balance. The button starts the process of identifying
the other financial institution and choosing available accounts.

ONLINE BANKING BASIC SERVICES USER’S GUIDE
Confidential and proprietary to Apiture October 2018



Chapter 4: Accounts Tab 127 I

Note

To complete the process, you will need the username and
password you use to log in to the other institution’s Internet
banking site.

To add an outside account:
1. On the Accounts tab, click Outside Accounts in the sidebar.
The Outside Accounts page appears.

2. In the Sync Outside Balances section, click the Sync Outside Balances/
Add Outside Balance button.

The Manage Outside Accounts pop-up opens. Initially, an Outside
Accounts section does not appear on the left. Various major financial
institutions are listed on the right.

Manage Outside Accounts

Manage Connections Connect Account

fr  ANYINST

m Chase Bank m
Bank of America E TD Bank USA
[

Wells Fargo Bank Online

Discover Credit Card

iy Navy Federal Credit Union
Know Your Finances =

e American Express Credit C. Citibank Credit Cards

US Bank 4{ SunTlrust Bank

3. Do one of the following:

¢ If the financial institution where the other account is located is listed
Under ADD AN ACCOUNT, click its name.

+ If the financial institution where the other account is located is not
listed, use the search box at the top of the section to find it, then click
its name in the search results. Most financial institutions should be
available.

ONLINE BANKING BASIC SERVICES USER’S GUIDE
Confidential and proprietary to Apiture October 2018



Chapter 4: Accounts Tab 128 I

A login dialog box for the institution you selected appears within the
pop-up.

Manage Outside Accounts

Manage Connections Connect Account
Home Accounts
@ ANYINST Chase Bank
jehndoe

Know Your Finances

4. Enter your username and password for the institution and click Connect.

The system tries to connect to the institution using the credentials you
gave, showing a progress indicator.

You may be prompted for additional security credentials, depending on the
institution.

Connect Account

O

Chase Bank

How would you like to recelve a one-time token? Text,
Emall, etc.

Volce - xxx-xxx-2345 ~

When the process is successful, the name and logo of the institution
appear under Outside Accounts in the Manage Connections section of
the pop-up, with the number of accessible accounts found there.
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5. Click the institution to see a list of your accounts there, with balances.

Manage Outside Accounts

Manage Connections « Back to Search
Home Accounts
m Chase Bank
ot ANYINST
CREDIT CARD 3458 | ‘
Qutside Accounts $000 —
E] Chase Bank CREDIT GARD 6789 ]
{’_"’} $57.45 I
Actions

Update Credentials

Go to hittps//www.chase.com/

Delete Institution

6. Close the pop-up to return to the Outside Accounts page.

The outside accounts you added are now listed under SYNCED ACCOUNT
BALANCES.

Spendable Balance @ o=y Print

Outside Accounts

What's my Spendable Balance?

My Checking Make Any Institution your financial hub by connecting with other financial institutions.
*0058 $4,180.48

My Savings
*0056 $89,216.01 Sync Outside Balances Link for Transfers

most banking and credit

$40,797.52

card is an

*9030 $816.65

g CHASEBANK B
Outside Accounts Last updated - TODAY
3 CREDIT CARD 3456 Edit

Chase Bank - Credit Card

&3 CREDIT CARD 6789 Edit
K Chase Bank - Credit Card /

The Sync Outside Balances button is now Add Outside Balance.
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The outside accounts also appear under the appropriate section of the Home
page. On the Home page, outside accounts appear as non-clickable accounts
in the ALL ACCOUNTS list, with a cloud icon () and a Recent Activity

button.
Spendable Balance @ Last Login: 01/26/18 at 04:13 PMCST gy Print () Help
Home
What's my Spendable Balance?

ALL ACCOUNTS FAVORITES %

My Spending
This Week . .
Ttk Money | Can Spend hiaibe Freus by
+1 ,088 My Checking -ooss % $12,527.01 $13,432.62
Weekdy Average -§3,794 Spendable Balance Account
Monthly Average
Category Watch - January 6 days left ToTAL $12,527.01 $13.432.62
Entertainm..
$790 Money | Owe Balanc A
Left
a CREDIT CARD 3456 $0.00 Last updated - TODAY
Chase Bank - Credit Card
Unread Messages
- 6 CREDIT CARD 6789 $57.45 Last updated - TODAY
You have no unread messages at this Chase Bank - Credit Card
time.
My Credit Card +go3s % -$3,939.85 -$3,939.85 $450.68 due 7/3/2017
Saving yeur meney
tor something special?
My Loan +uss3 ¥y $7,038.90 A $219.95 due 7/18/2017

Pay Now

TOTAL $3,099.05 $25,360.15

Money I'm Saving Available Previous Day
My CD =smi7vr $57,136.99 $57,136.99
My IRA 7850 % $40,797.52 §40,797.52
My Savings «oose # $83,460.79 -$26,431.66

TOTAL  $181,395.30 $71,502.85

Want to see your account balances from other financial institutions aAdd Outside Balance
without leaving Any Institution ? You can!

If you cannot find the outside institution, or are unable to connect after
multiple tries, send a message with the details to your institution. Access to
the other institution may be added in the future.
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Editing Outside Accounts

When you have outside accounts, they are listed on the Outside Accounts
page of the Accounts tab, and on the Home tab.

You can change the account nickname and make certain other changes to an
outside account. To do so:

1. Click the account’s Edit link in the SYNCED ACCOUNT BALANCES list.

A pop-up opens, showing information on the outside account in the
SETTINGS sub-tab.

The SETTINGS sub-tab displays the following information:
+ Outside financial institution logo

¢ Link to the outside financial institution’s website (opens a new browser
window)

¢ Account nickname and masked account number
¢ Account type

¢ Most recent balance received for the account, with date and time of the
last sync

2. Update any of the editable fields as necessary:

+ Nickname - This is blank until you have explicitly set a nickname. Edit
the account nickname as with any other Online Banking account.
Outside account nicknames are also editable within Services & Settings.
The Name field shows the account name as reported by the outside
institution. It is the default name shown for the outside account unless
you set a nickname.

+ Type - Edit the account type if the data supplied by the other
institution did not translate to an appropriate Online Banking type.
Unknown account types from another institution are classified as
Checking by default.

+ APY/APR (%) - Enter or edit the account interest rate. For a deposit
type account, this represents interest paid and is APY; if the account
type charges interest, it is APR. It shows the account interest rate
reported by the institution. If the value is not shown, or is incorrect,
you can edit it. The value is for reference only. Editing this value does
not change the actual interest rate on the account.
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3. Click Update.

Chase Bank Website &'

= CREDIT CARD 3456 +s155 SO.OO
Chase Bank - Credit Card Last updated - TODAY

RECENT ACTIVITY & SETTINGS

Name CREDIT CARD 3456

Nickname Main Chase Card

Type | Credit Card v

APY (%) Enter Interest Rate - optional

|. Hide Account | —b

If you added or edited the account nickname, it becomes the name under
which the account is listed on the Home and Outside Accounts pages. If
you changed the account type, the account appears under the appropriate
account category on the ALL ACCOUNTS sub-tab of the Home page.

Hiding an Outside Account

If you no longer need to monitor the balance of an outside account and want
to remove it from Online Banking displays, you can hide it at any time.

To hide an outside account, do the following.
1. Click the account’s Edit link in the SYNCED ACCOUNT BALANCES list.

A pop-up opens, showing information on the outside account in the
SETTINGS sub-tab.

2. Click Hide Account.
An “Are you sure?” message appears.
3. Click Yes.
The account no longer appears on the Home page or the Outside Accounts

page. It is still a connected account, accessible when you select its institution
on the Outside Accounts page, should you later want to un-hide it.
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Managing Outside Account Connections

Once you have established one or more outside accounts, you can manage
your connection with the outside institutions from the Outside Accounts page.

To manage outside accounts, do the following.

1. On the Outside Accounts page, click the institution’s link under one of your
outside accounts.

@ CHASE BANK E]

Z accounts

Last updated - TODAY

CREDIT CARD 3456 Edit

Chase Bank - Credj Card

CREDIT CARD 6789 Edit

Chase Bank - Credit Card

The Manage Outside Accounts pop-up appears.
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2. Click the institution under Outside Accounts to display the connected
accounts.

Manage Outside Accounts

Manage Connections

- E Chase Bank
ot ANYINST

CREDIT CARD 3456 | ‘
Outside Accounts $000 —

E] Uea Bk CREDIT CARD 6789 ]

557 45 L
b

Update Credentials
Go 1o htips/Aiwww.chase.com/

Delete Institution

Note

Within this pop-up, accounts are identified by the names supplied
by the institution, not by the nicknames you may have entered
for them.

3. Do one of the following.

+ Click the refresh icon (+ ;) to re-sync accounts at this institution so the
most current balances are shown.

+ Click the appropriate More icon (| - |) and select Hide Account to
remove an account from Online Banking displays without deleting its
connection. Or for an already hidden account, select Unhide Account

to restore its visibility.

¢ Click the appropriate More icon (| - |) and select Mark As Duplicate if
an account has mistakenly been added to the list more than once. This
takes you through a process that effectively removes that instance of
the account from Online Banking displays without affecting its

duplicate.
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+ Click Update Credentials if you have changed your username or
password with the outside institution. This restarts the connection
process as described in step 4 of Adding Outside Accounts above. You
can enter your current credentials, after which the outside accounts at
that institution will once again be able to sync.

¢ Click the Go to <FI-URL> link to open a new browser window for the
outside institution’s own Web site.

¢+ Click Delete Institution if you no longer want to maintain a
connection to the outside institution. A confirmation dialog box
appears.

Manage Outside Accounts

You are about 1o delete this Insutution. This will remove all assoclated accounts and thelr transactions.

This cannot be undone

Once you click Delete, the outside accounts are no longer available in
Online Banking.

Repairing Sync with Outside Accounts

For Online Banking to display balances that are in sync with the state of
accounts maintained by other institutions, the system must remain connected
to the other institutions’ systems. Occasionally, for various reasons, the
connection can be interrupted, such that the sync is lost. In that case, sync
must be restored before current information will be available in Online
Banking again.

Typical ways that sync can be lost include the following.

= Problems with Internet connectivity: Networking hardware may be
down, physical connections may have been broken, or problems may exist
with an Internet Service Provider or the other institution.

= Problems in authenticating with the outside institution: Your
credentials with the outside institution (username or password) may have
changed, or the institution may require additional authentication, such as
a security code sent via text message, for the connection to be
maintained.
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If a connection with an outside institution cannot be maintained, indicators
within Online Banking notify you that an issue exists.

Use the Repair Sync Now or Update Credentials options to re-initiate the
login process with the institution. This should restore the connection and
permit Online Banking to sync the accounts again.

Money | Owe Balance Available

6 CREDIT CARD 3456 $0.00 $19,300.00 Problem updating since

Chase Bank - Credit Card 1/23 2058 AL

( j
6 CREDIT CARD 6789 §57.45 $10,000.00 Problem updating since
Chase Bank - Credit Card 1/23/2018 at 2:35PM CST
@ 2 accounts . to Search i
Repair Sync Now
Problem syncing since 1/22/2018 at 1:.05PM CST Fhase Bank
Ouside Accounts The required security question for Chase Bank was not

iswered before It expired. Please update your credentials for

m Chase Bank

CREDIT CARD 1359 | ‘
5000

m

CREDIT CARD 3114 ]
$0.00 L

Actions

Update Credentlals

Go to https//www.chase.com/

Delete Institution

Note

If the problem is with your connectivity to the Internet itself,
at your end or at the institution’s end, these issues must be
corrected before you can re-establish sync. Check your
Internet connection and the other institution’s online status if
you have trouble with sync.
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Account Transfers

Account transfers move funds between your online accounts that are enabled
for transfers. For example, if you have multiple checking or share draft
accounts, you can transfer money from one account to the other.

To make an account-to-account transfer, do the following.

1. On the Accounts page, select a source or destination account from the
sidebar or the supermenu.

The selected account’s details appear. If the account is enabled for
transfers, Transfer In and/or Transfer Out buttons appear as
appropriate.

2. Click Transfer In to select the account as the destination for a transfer,
or Transfer Out to select it as the source for a transfer.

o Add An Account é Print 0 Help

My Savings *0056

$19,827.30 $23,456.78 (e e )

Available

Previous Day More Details & Routing Numbers

Statements & Documents
Interest Rate (ITR) Interest Paid This Year Future View
S0.00

| Update Balance |

The Transfers page appears with the account you selected set
appropriately for a transfer.

3. Refer to Chapter 5: Transfers Tab, for additional instructions.

Setting Account Alerts

The Notify Me Alerts feature allows for notification when specific types of
activity have occurred on an account, or have exceeded thresholds that you
have set.

The ALERTS sub-tab on the Accounts page provides account-specific access to
Account Activity alerts. From the ALERTS sub-tab, you can get a quick
overview of the alert settings for the current account, and easily turn
individual alerts on or off.
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Notes

= Access to all Notify Me alert types is available through the
Welcome Center Alerts supermenu. Refer to Chapter 8:
Alerts for complete documentation of all alert types.

= Account Activity alerts are not the same as My Spending
alerts. For details on My Spending alerts, refer to Using
Spending Alerts and Updates in Chapter 6.

To view Account Activity alert settings for a particular account on the Accounts
page, do the following.

1. On the Accounts page, select the account you want to view from the
sidebar or the supermenu.

The selected account’s details appear. The ACTIVITY sub-tab appears by
default.

2. Click the ALERTS header to display its sub-tab.

The ALERTS sub-tab lists the account’s alert settings. Initially, not all
alerts are shown.

3. To show all alerts for the account, click Show more alerts.

ACTIVITY ALERTS
11 recent no new alert(s)
Alert Settings *0058 Manage All Alerts
Send Alert Recent Alerts
ifaccount is overdrawn C‘\ You currently have no alerts on this
- ccount
account.
= Primary Edit Go to Alert History
. . s .
if balance is lower than... |\E Contact Information  Update
with my balance '(E & Primary: johndoe@example.com
B4 Secondary: johndee2@example.com
for transactions more than... (E 0 Text: 307-456-1734
L Text: 302-456-1234
Enroll to receive alerts
—>
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The status of each alert is indicated by its ON/OFF switch. Alerts set to OFF
are inactive and create no notifications. Alerts set to ON are active, and send
a notification when their conditions are met. For each alert set to ON, the
notification destination (email address or text message phone number) and
trigger parameter, if any, are shown.

Turning On Account Activity Alerts

To turn on an Account Activity alert for the selected account, do the following.
1. On the ALERTS sub-tab, click the OFF switch of an inactive alert.

The switch changes to ON, and a bar appears underneath the switch with
a Send alert to list, and for most alerts, one or more additional fields.

ACTIVITY ALERTS

11 recent no new alert(s)
Alert Settings *0058 Manage All Alerts
Send Alert Recent Alerts

if account is overdrawn

You currently have no alerts on this
account.
= Primary Go to Alert History

if balance is lower than...

n | | Send alert to... v .

with my balance

Contact Information Update

m

= Primary: johndoe@example.com

B4 Secondary: johndoe2@example.com

- Text: 302-456-1234

. Enroll to receive alerts
for transactions more than...

Show more alerts

2. Click the Send alert to list, and select one or more of the listed
destinations for the alert notification.
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Available delivery methods have a check box.

h &% Primary v

r E Primary johndoe{@example.com E\:b

B4 Secondary johndoe2@exampl... [
re

[ Text 302-456-1234 Enroll to re...

3. Enter or select a value (in most cases, a dollar amount) in the other
field(s) to define the alert trigger condition.

4. Click Save.

The selected trigger value and destination appear.

if balance is lower than... C/'

$500.00 & Primary Edit

The alert is now active on that account.

Turning Off Account Activity Alerts

To turn off an active Account Activity alert on the selected account, just click
its ON switch. The switch changes to OFF and the alert is no longer active.

Editing Account Activity Alerts

You can edit an active alert to alter its notification destination or trigger
parameters directly in the sub-tab. To edit an active alert, do the following.

1. On the ALERTS sub-tab, click Edit in the bar below an active alert.

The alert returns to its edit mode.

if balance is lower than... CJ

n 500 ‘ | & Primary ~ m@
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2. Edit the trigger condition value(s) or destination.
3. Click Save.

The edited trigger condition and destination appear.

Additional Alert Information

The column on the right of the ALERTS sub-tab provides additional alert
information and options.

= Under Recent Alerts, any alert notifications that have recently been
triggered for this account are listed. Note that the number of recent alerts
for the account also appears below the sub-tab’s ALERTS header. To see
all alerts for the account, click Go to Alert History.

= Under Contact Information, your Primary email address, Secondary
email address, and Mobile phone number (if any) are shown. To change
the email addresses or Mobile number, click Update. If you have a Mobile
number that is not yet set up as a destination for text alerts, you can click
Enroll to receive text alerts.

= You can view Account Activity alerts for all your accounts at once, as well
as Messaging and Security alerts, on the Notify Me Alerts page. Click
Manage All Alerts to jump to the page.

Frequently Asked Questions

Account FAQs

Q: How do I switch accounts?

A: To view a different account on the Accounts page, do one of the following.

= Click the Accounts tab, and from the Accounts supermenu, select the
account you want to work with next.

= Find the account you want in the Accounts page sidebar and select it.

= If you have many accounts and the account you want is not shown in the
supermenu or the sidebar, click the View all accounts link in the
supermenu or sidebar. The ALL ACCOUNTS sub-tab of the Home tab
appears, listing all your accounts. Select the account you want.
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Q: What are the triangles next to column headings?

A: The triangles ( ) indicate how the table is sorted. The dark triangle
indicates which column the list is sorted on. It points up to indicate an
ascending sort, down to indicate descending. Click the column heading to sort
the account list in the other direction.

Q: What is the difference between activity and detail?

A: Activity and detail are defined as follows.

= Activity. This is the account’s transaction history covering a given date
range.

= Detail. This shows detailed information about the account, including
account owner, account type, account number, interest paid, hold amount,
ledger balance, and account history for the last month.

Q: What is the difference between the Available Balance and the
Previous Day Balance?

A: They are defined as follows.

= Available Balance. The account’s running balance, including recent
Internet and POS transactions.

= Previous Day Balance. The official financial institution’s balance
recorded as of the end of the preceding day, sometimes referred to
instead as Ledger Balance or Current Balance. The differences between
the two balances are created by any Internet transactions that have been
sent to your financial institution but have not yet posted.

Q: Why does my financial institution show a balance that is different
from what I can view on my Internet account from home?

A: Your financial institution may not have updated the balance to reflect your
Internet transactions yet.

Q: Why is my balance sometimes a day behind?

A: This depends on how often your financial institution updates the Internet
transaction information.
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Q: From which balance can I make online payments?

A: For Online Bill Pay, use the Available Balance. This balance takes into
consideration any Internet transactions you have made. The system
(depending on your institution’s set up) may check this balance for sufficient
funds before processing payments.

Q: Why do I see a number in a red circle next to Alerts in the Welcome
Center, but on the ALERTS sub-tab it says “"no new alert(s)”?

A: The number of alerts shown in the Welcome Center indicator represents all
types of alerts (Account Activity, Messaging, and Security) for all accounts.
The sub-tab shows information about only Account Activity alerts for the
currently-selected account.

Account Activity FAQs

Q: There is an “"Unposted” on my account Activity list. What is it?

A: An “Unposted” entry is created for an Internet transaction, such as an
online bill payment or a transfer, which has not yet reconciled. Once the
transaction has posted to the account, the “Unposted” prefix will disappear.

Q: What page do I have to be on to download into Quicken or
Microsoft Money?

A: You must be on the ACTIVITY sub-tab of the Accounts page. Click the
Accounts tab and select the account to download on the supermenu. The
ACTIVITY sub-tab appears by default.

Q: How can I download my account activity into Quicken or Microsoft
Money?

A: On the Accounts page ACTIVITY sub-tab, click Download File, then
choose the dates and format you wish to download.

Q: Can I download FROM Quicken?

A: No. The history is generated from your activities on this site.
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Q: How do I download into a spreadsheet like Microsoft Excel?

A: You must be on the Accounts page ACTIVITY sub-tab.
¢+ Click Download File.

¢ Select Spreadsheet CSV, Spreadsheet FLC, or Spreadsheet TSV from
the Format selector.

¢+ Specify a date range to download using the from and to date controls.

¢+ Click Download File and save the file to your computer as either
“filename.CSV”, “filename.FLC"” or “filename.TSV".

¢ Open your spreadsheet.

¢ Open the downloaded file.
Q: Can I download to Quicken QuickBooks?

A: Yes. QuickBooks downloads are possible for financial institutions who have
signed up for QuickBooks WebConnect. If you do not see QuickBooks
WebConnect as a download option on the Format list, then your financial
institution does not offer this feature.

Q: How do I open my account history in my personal finance
program?

A: If you are running Windows, make sure the file extension is visible. Look
for filename.QIF or filename.MON. Select File, click Import, and then, click
OK to load the data into your program. If your financial institution offers
Quicken WebConnect or Active Statement Format, you can download your
account history directly into your personal finance program.

Quicken Downloads FAQs

Q: Why does Quicken ask for my passcode?

A: If you are receiving a message that requests a passcode, then you are
attempting to download your account information from the Quicken Web site.
In order to download into Quicken, you will need to log in to your Internet
account with your financial institution and follow the steps available on the
help page. Click the HELP icon to open help for the page you are viewing. You
can also refer to the instructions above.

ONLINE BANKING BASIC SERVICES USER’S GUIDE
Confidential and proprietary to Apiture October 2018



Chapter 4: Accounts Tab 145 I

Q: Why does Quicken ask for my access ID and passcode when I click
on download history?

A: If you are receiving this message, make sure you are using the latest
version of your browser.

Q: Why can’t I access my account through Quicken and pay my bills
through Quicken?

A: You will not be able to access your account or pay bills through Quicken,
because it is all done online through your account with your financial
institution. You will first need to sign up for a checking or share draft account
through your financial institution. Once your account is set up, you can enroll
online. Once you have online access, you can pay bills and download your
transaction history, including bill payments, into Quicken to reconcile your
account.

Q: Why does Quicken not recognize the checks that I hand entered
when using Quicken WebConnect through my financial institution’s
Web site?

A: Quicken is guaranteed to recognize only the information you have
previously downloaded. If the checks you have hand-written have cleared
your account, they will be included in your history download to your check
register.

Q: How can I download to Quicken without opening a browser?

A: Use the following steps.

1. Go into Quicken and click the ONLINE CENTER tab on the right.
Your account list will appear.

2. Select the account you want to update.

3. Click the UPDATE/SEND button.
Your financial institution’s home page will appear in Quicken.

4. Log in and download with WebConnect like you normally would.

Q: Why does Quicken put everything in the memo field when I
download?

A: Make sure you have the latest version of Quicken, and use the WebConnect
feature (if your financial institution offers it). With WebConnect, Quicken will
put the information in the correct fields.
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Q: Why does Quicken give me a message telling me I have no
transactions to download?

A: Either you have already downloaded the most current data, or there is no
account history to download yet.

Q: What do I do when I go into my account to download my history,
and I don’t have an option for WebConnect?

A: Contact your financial institution.
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S Transfers Tab

What’s in this Chapter

This chapter presents information to transfer money from accounts internal to
your financial institution, such as from one checking account to another, or
transfers from an internal account to an external account at another financial
institution (or vice versa).

Navigating the Transfers Tab

The Transfers tab allows you to schedule online account-to-account transfers,
view pending transfers and transfer histories.

To reach the Transfers tab, click the Transfers tab heading and click
Schedule Single Transfer from the tab drop-down menu.

I Transfers ~ My Spending

Schedule Single Transfer

Schedule Multiple Transfers
Schedule Advanced Transfer
Schedule Loan Payment

Transfer Templates

i History i

Add External Transfer Account

TN Ty aaiin

Note

If you do not have transfer privileges, contact your financial
institution to request them.
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The Transfers page appears.

Home Accounts ~ Bills & Payments Transfers v My Spending
&= Print this page ) Help
Transfers

Schedule Single Transfer lwantto~ | Pending Transfers

Transfer Description Amount Date Actions

Transfers to or from accounts at other financial institutions must be scheduled
at least one business day in advance of the effective date of the transfer. need cash $500.00 03/14/2016 | wanttov
From: My Savings Savings ...

From: My Checking Checking *0058 E| * To: My Checking Checking
Balance: $3,002.81 College stipend $150.00 | want tov
From: My Checking Checki.
To: My Checking Checking *0058 E| * To: External Checking

Balance: $3,002.81
Recent Transfers

Transfer Description: Transfer Description Amount Date

Amount: § * topup $4,220.00 11/15/2016
From: My Savings Savings *0056

Frequency: OneTime E| To: My Checking Checking *0058
add more $3,000.00 11/15/2016
Peried:  Once E| From: My Savings Savings *0056

To: My Checking Checking *0058
Scheduled Date:  11/17/2016 ﬁ(MM/DDJYYVY)

View Transfer History >
[T Greate transfer template after this transfer is submitted

Cut-off Time: 3:30 pm CST
External Transfer Cut-off Time: 4:00 pm CST

You can navigate to other transfer-related pages by clicking the Transfers
tab heading again and using its drop-down menu.

¢ Schedule Single Transfer. Click to schedule or view an
account-to-account transfer. Refer to Scheduling a New Transfer.

¢ Schedule Multiple Transfers. Click to schedule or view up to four
account-to-account transfers. Refer to Scheduling Multiple Transfers.

¢ Schedule Advanced Transfer. Click to schedule or view a One to
Many or a Many to One transfer. Refer to Scheduling Advanced
Transfers.

¢ Schedule Loan Payment. If you have any loan accounts at your
financial institution, click to schedule a loan payment. Refer to
Scheduling Loan Payments.

¢ Transfer Templates. Click to create or access templates for transfers
you make regularly. Refer to Using Transfer Templates.

+ History. Click to view a list of past transfers. You can view the
account-to-account transfer history for specific accounts or all accounts
during any period of time up to the last two years since you signed up
for this financial website. Refer to Transfer History.
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+ Add External Transfer Account. Click to add an account at another
financial institution. You can schedule transfers to or from the external
account. Refer to Entering an External Transfer Account Request in
Chapter 9.

Scheduling a New Transfer

You can schedule an account-to-account transfer using the Schedule Single
Transfer module on the Transfers page. The Schedule a Transfer module
allows you to make a one-time transfer or a recurring transfer with fixed or
variable amounts.

To schedule a new account transfer, do the following.

1.

In the Schedule Single Transfer module, select the account from which
to move funds in the From list.

The available balance on the selected account is displayed below the list.
For external accounts, the applicable credit or debit limit is shown in place
of a balance.

In the To list, select the account to receive the funds.

In the Transfer Description field, type a brief note about the reason for
the transfer. This memo appears in your account transfer detail. The field
has a maximum length of 127 characters.

In the Amount field, enter the dollar amount of the transfer, up to the
Balance amount displayed below the From account list. You do not need
to enter the “$” symbol.

In the Frequency list, click the type of transfer.

Transfer Frequency Options

Field Description

One Time One-time only event. Transfers are not
rescheduled automatically.

Fixed Recurring Transfers are automatically rescheduled
for the same dollar amount each time.

Variable Recurring Transfers are automatically rescheduled,
but you must enter a new dollar amount
each time.
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Transfer Frequency Options (cont.)

Field Description

Occasional Transfers are not automatically
rescheduled, but the transfer remains on
the Pending Transfers table.

6. In the Period list, click how often a recurring transfer occurs.

Transfer Period Options

Field Description

Once Use this period if you selected One Time
or Occasional as the Frequency.

Weekly Every week on (or near) the same day of
the week you scheduled the first payment.

Every Two Weeks Every other week on (or near) the same
day of the week you scheduled the first
payment.

Monthly Every month on (or near) the same day of

the week you scheduled the first payment.

Every Two Months Every other month on (or near) the same
day of the week you scheduled the first
payment.

Quarterly Every three months on (or near) the same
day of the week you scheduled the first
payment.

Twice a Year Every six months on (or near) the same
day of the week you scheduled the first
payment.

Yearly Every 12 months on (or near) the same
day of the week you scheduled the first
payment.
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7. In the Scheduled Transfer Date field, enter the date you want the
transfer to take place (MM/DD/YYYY), or click the calendar icon to select a
date graphically. Transfers scheduled for the same business day, and
before the cut-off time displayed just below the date field, are processed
either immediately or at the end of the business day, depending on the
institution configuration.

8. If you want to automatically create a template from this transfer, select
the Create transfer template after this transfer is submitted check
box. Refer to Using Transfer Templates for details.

9. Click Transfer.

Print this page Hel,
pag P

Transfers
Schedule Single Transfer Iwantto~ | Panding Transfers
Transfers to or from accounts at other financial institutions must be scheduled No pending transfers

at least one business day in advance of the effective date of the transfer.

From: My Savings Savings *0056 E‘ * Recent Transfers
Balance: $19,827.30 Transfer Description Amount Date
. topup $4,220.00 11/15/2016
To: | My Checking Checking *0058 E‘ * From: My Savings Savings 0056
Balance: $3,002.81 To: My Checking Checking *0058

add more $3,000.00 11/15/2016
From: My Savings Savings *0056
To: My Checking Checking *0058

Transfer Description:  need cash

Amount: § | 500 *
View Transfer History >
Frequency. = One-Time E|
Period: | Once E|

Scheduled Date:  11/17/2016 ﬂ(MM,’DDI\’YYV)

[T] Create transfer template after this transfer is submitted
Cut-off Time: 3:30 pm CST /
External Transfer Cut-off Time: 4:00 pm CST

A confirmation page appears.

One of three possible results occurs.
+ Transfer scheduled for the same day.
¢+ Transfer scheduled for a future date.

¢ Transfer fails.
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10. If you scheduled the transfer for the same day, the Transfer Details page
appears, asking if you are sure you want to perform this transfer. From

this page, click Transfer, Edit, or Cancel.

¢ Transfer - Click this button to initiate the transfer.

+ Edit - Click this button to make changes to the transfer.

¢ Cancel - Click this button to cancel the transfer.

@ Help
Transfers
If you are sure you want to make this transfer, click the "Transfer” button below.
Transfer Details
Frem: My Savings Savings *0056
To: My Checking Checking *0058
Transfer Description: need cash
Amount: $500.00
Frequency: One-Time
Period: Once
Scheduled Date: 11/17/2016
i e cron]

If you scheduled the transfer for a future date, the Transfer Details page
asks if you sure you want to schedule this transfer. From this page, click

Schedule Transfer, Edit,

or Cancel.

¢ Schedule Transfer - Click this button to schedule the transfer for a

future date.

+ Edit - Click this button to make changes to the transfer.

¢ Cancel - Click this button to cancel the transfer.

Transfers

If you are sure you want to schedule this transfer, click the "Schedule Transfer" butten below.

Transfer Details

O Help

From:

To:

Transfer Description:

Amount:

Frequency:

Period:

Scheduled Date:

My Savings Savings *0056

My Checking Checking *0058

need cash

$500.00

One-Time

Once

11/24/2016

Schedule Transfer m
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Transfer Failure

If your transfer fails, the Transfer Details page states the reason. You can edit
the transfer and try again or reschedule it. If you reschedule a same-day
transfer, the system will process it as a scheduled transfer on the next
processing day. Click one of the following.

¢ Try Again/Edit - Click this button and the Schedule Transfer page
reappears. You may edit the fields and attempt the transfer again.

+ Next Processing Day - Click this button to schedule the transfer for
the next processing day.

¢ Cancel - Click this button to cancel the transfer.

= Print this page (¥ Help
Transfers

You do not have sufficient funds at this time to make this transfer.

Do you want to schedule it for the next processing day (Friday 11/18/2016)?

Transfer Details

From: My Savings Savings *0056
To: My Checking Checking *0058
Transfer Description: need cash
Amount: $50,000.00
Frequency: One-Time
Period: Once

Scheduled Date: 11/17/2016

Try Again/Edit | Next Processing Day

Pending Transfers

Pending transfers are any transfers that are scheduled to occur at a given date
in the future. Any transfers set as “Occasional” will also appear on the Pending
Transfers table although they are not automatically rescheduled.
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Viewing the Pending Transfers Table

To view all pending transfers, click the Transfers tab. The Pending Transfers

table on the Transfers page lists all pending transfers.

g Print this page 0 Help

Balance: $3,002.81

Transfer Description:

Amount: § *
Frequency: = One-Time E|
Period: = Once E|

Scheduled Date:  11/17/2016 ﬂ(MM/DDIYYYY)

I Create transfer template after this transfer is submitted

Cut-off Time: 3:30 pm CST
External Transfer Cut-off Time: 4:00 pm CST

Schedule Single Transfer Iwantto~ éﬂdmg Transfers

Al fer D ipti Amount Dat Acti

Transfers to or from accounts at other financial institutions must be scheduled e o € ons

at least one business day in advance of the effective date of the transfer. need cash $500.00 11/24/2016 I want tov
From: My Savings Savings ...

From: = My Checking Checking *0058 E‘ * To: My Checking Checking
Balance: $3,002.81
Recent Transfers
. : ; .| *
To: | My Checking Checking *0058 [‘ Transfer Description Amount Date

topup
From: My Savings Savings *0056
To: My Checking Checking *0058

add more
From: My Savings Savings *0056
To: My Checking Checking *0058

$4,220.00 11/15/2016

$3,000.00 11/15/2016

View Transfer History >
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The Pending transfers table shows all pending scheduled transfers. The
following information is provided about each transfer.

Pending Transfers Table

Heading Description
Transfer = Displays the From and To accounts. For an
Description advanced transfer, the text entered in the Transfer

Description box also appears, with “*Multiple
Accounts” under From or To as appropriate.

= The From account listing is a link, which goes to an
edit page for the transfer. This is the same as the
Edit option in the I want to menu.

m Commercial users, who use accounts to which
multiple users might have access, may also see a
Created By field here. This field shows the name
of the person who created the transfer. If the
transfer has been modified, Last Modified By
appears, showing the name of the user who last
made a change to the transfer details. For the
current user, these fields display “Self”.

Amount The dollar amount of the transfer.

Date The date the payment is scheduled to be transferred
(for recurring transfers, the date of the next
transfer).

Actions The column provides an I want to menu for each
transfer, which allows you to edit or cancel the
transfer.

Viewing and Editing a Transfer

The Transfer Detail page provides basic information about any pending

transfer. Pending transfers can be any transfers scheduled at a future date; or

transfers with a variable amount that is scheduled at a recurring date.
Transfers with zero amounts may indicate that an occasional transfer

occurred; you are required to enter an amount and date for the next transfer.
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To view a transfer in the Pending Transfers table, do the following.

1. In the Pending Transfers table, click the transfer’'s From account link. You
can also click Edit in the transfer’s I want to menu.

=} Print this page @ Help
Transfers

Schedule Single Transfer Iwanttov | Pending Transfers

Transfer Description Amount Date Actions
Transfers to or from accounts at other financial institutions must be scheduled

at least one business day in advance of the effective date of the transfer.

n h $500.00 11/24/2016 I want tov

eed ca
From: My Savings Savings ...
From: = My Checking Checking *0058 E‘ * To: My Checking Checking ..
Balance: $3,002.81

Recent Transfers

: i ing * - *
To: | My Checking Checking *0058 [‘ Transfer Description Amount Date
Balance: $3,002.81 topup $4,220.00 11/15/2016
L From: My Savings Savings *0056
Transfer Description: To: My Checking Checking *0058
Amount: § * add more $3,000.00 11/15/2016
From: My Savings Savings *0056
Frequency: | One-Time E| To: My Checking Checking *0058
Period: = Once E| View Transfer History >

Scheduled Date: | 11/17/2016 ﬁ(MMIDDIYYYY)

[T] Create transfer template after this transfer is submitted

Cut-off Time: 3:30 pm CST
External Transfer Cut-off Time: 4:.00 pm CST

Transfer

The Edit Transfer page appears.

You can edit or change any aspects of the pending transfer and schedule it
for processing on this page.

2. Edit any of the fields as necessary. For example, if you want to unschedule
the transfer, remove the date in the Scheduled Transfer Date field.
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3. Click Update Transfer.

Transfers

Edit Single Transfer

© Help

Transfer Description:  need more cash

Amount: $§  750.00
Frequency: One-Time
Period:  Once

Scheduled Date:  11/24/2016

Transfer ID: 144552850

Transfers to or from accounts at other financial institutions must be scheduled at least one business day in advance of the effective date of the transfer.

From: My Savings Savings *0056 E| *
Balance: $19,827.30
To: My Checking Checking *0058 E| *

Balance: $3,002.81

H
B

[ (MM/DDAYYYY)

[T Create transfer template after this transfer is submitted

Cut-off Time: 3:30 pm CST
External Transfer Cut-off Time: 4:00 pm CST

N

Update Transfer | (ancel Transfer

A Confirm Transfer Instructions page appears.

4. Confirm the changes and click Submit Changes.

Transfers

Transfer Details

O Help

If you are sure you want to schedule this transfer, click the "Submit Changes" button below.

From:

To:

Transfer Description:
Amount:

Frequency:

Period:

Scheduled Date:

My Savings Savings *0056
My Checking Checking *0058
need more cash

§750.00

One-Time
Once
11/24/2016

Submit Changes | ):dit

A Scheduled Transfer Updated page appears.

5. Click the Transfers tab to return to the Transfers page.
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Canceling a Pending Transfer

Users can cancel any pending transfers on the Pending Transfers table. If you

accidentally cancel a transfer,

you can schedule a new transfer.

To cancel a transfer in the Pending Transfer table, do the following.

1. In the transfer’s I want to menu, click Cancel Transfer.

Pending Transfers

Transfer Description

need cash
From: My Savings Savings ...
To: My Checking Checking ...

Recent Transfers

Amount Date Actions
$500.00 11/24/2016 | want to
View
Edit

Transfer Description

<Cance| Transferﬁ}

The Transfer Cancel page appears.

2. \Verify the transfer, and then click the Cancel Transfer button.

Transfers

You have requested to cancel the following transfer:

Cancel Transfer Confirmation

@ Hep

From:

To:

Transfer Description:
Amount:

Frequency:

Period:

Scheduled Date:

My Savings Savings *0056
My Checking Checking *0058
need cash

$500.00

QOne-Time

Once

11/24/2016

—> Cancel Transfer | Cancel

A “Transfer Successfully Cancelled” message appears. Click Done. You

have successfully canceled a pending transfer.

Transfer History

The system allows you to view any transfer histories that occurred in the last
two years since you signed up for this financial website. Any transfer made

more than two years ago will not be retained in the system.
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Viewing Transfer History

To view a transfer history, do the following.

1. From the main Transfers page, click the View Transfer History link.

= Print this page (¥ Help
Transfers

Schedule Single Transfer Iwanttov | Pending Transfers

Transfer Description Amount Date Actions

Transfers to or from accounts at other financial institutions must be scheduled
at least one business day in advance of the effective date of the transfer. need cash $500.00 11/24/2016 | want tov
From: My Savings Savings ...
From: = My Checking Checking *0058 E‘ * To: My Checking Checking ..

Balance: $3,002.81
Recent Transfers

. 5 -l
To: My Checking Checking *0058 [‘ Transfer Description Amount Date
Balance: $3,002.81 topup $4220.00 11/15/2016
o From: My Savings Savings *0056
Transfer Description: To: My Checking Checking *0058
Amount: & . add more $3,000.00 11/15/2016

From: My Savings Savings *0056

Fraquency: | One-Time E' To: My Checking Checking *0058

Period: | Once E| —P» (View Transfer History >

Scheduled Date:  11/17/2016 ﬂ(MM,’DDI\’YYY)

[7] Create transfer template after this transfer is submitted

Cut-off Time: 3:30 pm CST
External Transfer Cut-off Time: 4:00 pm CST

The Transfer History dialog appears.

2. Enter the account information and dates you want to include in the
history.

¢ Transfer From: Select the account the funds were transferred from.
The default is All Accounts.

¢ Transfer To: Select the account the funds were transferred to. The
default is All Accounts.

¢ From: Type the first day to include in the history (MM/DD/YYYY), or
click the calendar icon. The default is one month prior to today’s date.

¢ To: Type the last day to include in the history (MM/DD/YYYY), or click
the calendar icon. The default is today’s date, or one week after today’s
date if your institution offers external account transfers.
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3. Click View History.

Transfer History

Transfer From: | All Accounts

Transfer To: = All Accounts

: 10/18/2016 m(MMIDDfYYYY)

:  11/24/2016 [ (MM/DD/YY YY)

C——)

The Historical Transfers page appears.

4. Click an account link to view the transfer details.

Transfers

Historical Transfers

a Print this page 0 Help

My Savings Savings *0056

Transfer/Loan Payments - from 10/18/2016 to 11/24/2016 I want to~
Date a w Transfer From Transfer To Amount &+ Type TransferID  ~* Status
11/15/2016 add more My Checking Checking *0058 $3,000.00 One-Time 144552826 Processed

My Savings Savings *0056
11/15/2016 topup My Checking Checking *G& 54220.00 One-Time 144552825 Processed

The Transfer Details page

appears.

5. Click Done to return to the main Transfers page.

Transfers

Transfer Details

Print this page Helj
pag P

From:

To:

Transfer Description:

Amount:

Frequency:

Period:

Scheduled Date:

Submit Date/Time:

My Savings Savings *0056
My Checking Checking *0058
add more

$3,000.00

One-Time

Once

11/15/2016

11/15/2016 11:42:31 am CST

N

(=)

You have successfully accessed your Transfer History.
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External Transfers

External Transfers is an account management tool that gives you the power to
transfer funds between your Online Banking account and an external account
at another financial institution: one-time, future-dated, or recurring.

In addition to transfers between your own Online Banking accounts, you may
be able to transfer funds in a number of other ways.

= Transfers between personal account(s) and personal account(s) of other
users at your financial institution.

You can transfer funds between your personal account(s) and the personal
account(s) of other users at your financial institution. For example, you
can transfer funds from a checking account to a relative’s checking
account who also banks at your financial institution.

= Transfers between personal account(s) to personal account(s) of other
users at other (for example, external) financial institutions.

You can transfer funds between your personal account(s) and to the
personal account(s) of other users at a different financial institution. For
example, parents can transfer funds from a checking account to the
savings account of their son who is attending college in another state.

How are External Accounts Established?

The External Transfers feature is a simple and convenient money
management tool to set up your external accounts and schedule transfers.
The request and access verification process is designed to quickly and
securely set up all external accounts.

To process an external account request—particularly a “transfer from”
account—your financial institution takes steps to verify the ownership of the
external account.

The general flow for verifying accounts is as follows.

1. The user enters an external account request. Using the Add External
Transfer Account page, you enter information identifying an external
account to create a request. The system stores the account information
and shows a pending External Account request on the Services & Settings
Add/View Account Services page.

ONLINE BANKING BASIC SERVICES USER’S GUIDE
Confidential and proprietary to Apiture October 2018



Chapter 5: Transfers Tab 162 I

2. Your Financial Institution verifies the account. Once the request has
been entered, an account verification process begins. Depending on the
services offered by your institution, the verification may use one of the
following methods.

¢ Customer Validation: An automated process allows you to verify your
authorized access to the external account online. This method is not
available for external loan accounts.

¢ FI Authentication: A representative at your financial institution reviews
and manually approves your external transfer account request. This
requires you to send the institution a printed, signed copy of the
account request, along with evidence of external account ownership,
such as a deposit slip or voided check for the account. The financial
institution may use the Auto Approve feature, which verifies the
existence of the external account after a prenote is sent, and
automatically grants access to it after six days.

Upon completion of any of these verification methods, the system sends
you an in-session confirmation message stating that your external
transfer account has been accepted. You can view the message on the
Messages page.

3. The external transfer account is ready for scheduling transfers.
Once the external account has been approved or validated, you can
schedule an external transfer by selecting the account in the Schedule
Transfer section’s From Account and/or To Account account lists.

Refer to Entering an External Transfer Account Request in Chapter 9 for
details on requesting an external transfer account.
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Scheduling an External Transfer

Once an external transfer account has been activated, the external account
appears in the Schedule Transfer section’s From and/or To account lists
depending on whether your request allowed transfers from or to the external
account. The lists display either the external institution name or the external
account nickname and the account type “External”.

Schedule Single Transfer | want to v

Transfers to or from accounts at other financial institutions must be scheduled
at least one business day in advance of the effective date of the transfer.

From My Checking Checking *0058 E| *

My Checking Checking *0058

To Other Ext Checking External Checking 90000456

s

My Savings Savings *0056

Old Savings Regular Savings *6381
Transfer Description

My IRA IRA *7650
Amount: §

My Loan Consumer Loan *0653

N 7

When the external account is accessible in Schedule Transfer, you can select it
to schedule a transfer to or from the external account in exactly the same way
as with your other accounts. Refer to Scheduling a New Transfer for details.

Only a few possible differences exist with external transfers.

= External transfers may have their own cut-off time. If so, it is displayed
below the cut-off time for normal accounts.

= External transfers may require additional security authentication to verify
your identity before they will be processed.

Scheduling Loan Payments

Online Banking offers additional management tools for users who have online
loan accounts. The Transfers tab drop-down menu has options to let you
schedule your loan payments and to access your payment histories. Loan
options are visible only if you have loan accounts and the correct account
privileges.
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To schedule a loan payment, do the following.
1. To access the Schedule a Loan Payment page, do one of the following.

¢ From the Transfers tab or any other page in Online Banking, click the
Transfers tab heading and click Schedule Loan Payment from the
tab drop-down menu.

- Transfers ~ My Spending

Schedule Single Transfer

Schedule Multiple Transfers
Schedule Advanced Transfer

Schedule Loan Payment

| Transfer Templates E
| T
nci R I
| of History ne
Add External Transfer Account A
eck Te

)

+ On the Transfers page, click Schedule Loan Payment from the
Schedule Transfer module’s I want to menu.

Schedule Single Transfer | want to v

Schedule Loan
Payment

Transfers to or from accounts at other financial institutions r
at least one business day in advance of the effective date of

From: My Checking Checking *0058 E| *

Balance: 53,002.81
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¢ On the loan’s Accounts page, click Make Payment.

O Add An Account B Print 0 Help

My Loan *0653

11,743.12
Amount of Next Payment Amount to payoff Mere Details & Routing Numbers
$21 895 $4,633-2? Statements
Due on 3, 2018 10:38 AM N —

Future View

¢ On the Home page, click Pay Now.

Last Login: 11/17/16 at 09:08 AM CST & Print () Help
Home
ALL ACCOUNTS FAVORITES W
Available
MOﬂey | Can Speﬂd Balance Current Balance
My Checking *ooss % $3,002.81 -§1,018.64
TOTAL $3,002.81 -51.818.64
Available
Money | Owe Balance Current Balance
My Credit Card *43s3 % N/A M/A Neo payment due
My Loan *0s53 5% N/A $12,345.67 $219.95 due Dec 31
Pay Now
TOTAL $0.00 $12,345.67

2. On the Schedule Loan Payment page, select the originating account from
which you want to move funds in the From list.

3. Inthe To list, select the destination loan account for your payment. If you
have only one loan account, it is automatically selected.

4. In the Transfer Description box, enter a brief description for the
transaction. The field has a maximum length of 127 characters. This
description serves as a reminder to yourself about the transactions; it is
not sent to your financial institution and does not appear on the account
statement.

5. In the Amount box, enter the dollar amount of the loan payment.
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6. In the Frequency list, select the type of payment.

Field

Payment Frequency Options

Description

One Time

Fixed Recurring

Variable Recurring

Occasional

One-time only event. Transfers are not
rescheduled automatically.

Transfers are automatically rescheduled for
the same dollar amount each time.

Transfers are automatically rescheduled, but
you must enter a new dollar amount each
time.

Transfers are not automatically rescheduled,
but the transfer remains on the Pending
Transfers table.

7. In the Period list, select how often to schedule the payment.

Payment Period Options

Field Description

Once Use this period if you selected One Time or
Occasional as the frequency.

Weekly Every week on or near the same day of the

Every Two Weeks

Monthly

Every Two Months

Quarterly

Twice a Year

week you scheduled the first payment.

Every other week on or near the same day of
the week you scheduled the first payment.

Every month on or near the same day of the
week you scheduled the first payment

Every other month on or near the same day
of the week you scheduled the first payment

Every three months on or near the same day
of the week you scheduled the first payment.

Every six months on or near the same day of
the week you scheduled the first payment.
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Payment Period Options (cont.)

Field

Description

Yearly

Every 12 months on or near the same day of
the week you scheduled the first payment

8. In the Scheduled Payment Date box, enter the date when the payment
will be processed (MM/DD/YYYY). The default is today’s date.

9. C(Click Make Payment.

Transfers

Schedule Loan Payment

Iwantto~

Pending Transfers

Print this page Hel
pag p

From:

To:

Transfer Description:

Amount: §

Frequency:
Period:

Scheduled Date:

Transfers to or from accounts at other financial institutions must be scheduled
at least one business day in advance of the effective date of the transfer.

[2]+

My Checking Checking *0058

Balance: $3,002.81

My Loan Consumer Loan *0653

Balance: $11,743.12

pay my home load

220 *
Regular Payment Amount: $219.95

Fixed Recurring E‘

Monthly E‘

11/29/2016 ﬂ(MM/DD/YYYY)

Due Date: 11/29/2016

Cut-off Time: 3:30 pm CST
External Transfer Cut-off Time: 4:00 pm CST

—» Make Payment | Zancel

Transfer Description Amount Date Actions
need cash $500.00 11/24/2016 | want tow
From: My Savings Savings ...

To: My Checking Checking

Recent Transfers

Transfer Description Amount Date

topup
From: My Savings Savings *0056
To: My Checking Checking *0058

add more
From: My Savings Savings *0056
To: My Checking Checking *0058

$4,220.00 11/15/2016

$3,000.00 11/15/2016

View Transfer History >

A confirmation page appears.

One of three possible results occurs:

¢ Payment scheduled for the same day.

¢ Payment scheduled for a future date.

+ Payment fails.
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10. If you scheduled the payment for the same day, you see a confirmation
asking if you sure you want make this payment. From this page, click
Make Payment, Edit, or Cancel.

¢+ Make Payment - Click this button to make the payment. The payment
is recorded on the Transfer History table. You have successfully
scheduled your transfer.

+ Edit - Click this button to make changes to the payment.

¢ Cancel - Click this button to cancel the payment.

0 e
Transfers

If you are sure you want to make this payment, click the "Make Payment” button below.

Payment Details

From: My Checking Checking *0058
To: My Loan Consumer Loan *0653
Transfer Description: pay my home loan
Amount: §220.00
Frequency: Fixed Recurring
Period: Monthly

Scheduled Date: 11/17/2016

Due Date: 11/29/2016
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If you scheduled the payment for a future date, you see a confirmation
page with the message, “Please confirm payment instructions below and
click “Schedule Payment” button below”. From this page, click Schedule
Payment, Edit, or Cancel.

¢ Schedule Payment - Click this button to schedule the payment for a
future date. The payment is recorded on the Transfers Pending page.
You have successfully scheduled your payment.

¢ Edit - Click this button to make changes to the payment.

+ Cancel - Click this button to cancel the payment.

O Hep
Transfers
If you are sure you want to schedule this payment, click the "Schedule Payment” button below.
Payment Details
From: My Checking Checking *0058
To: My Loan Consumer Loan *0653
Transfer Description: pay my home loan
Amount: $220.00
Frequency: Fixed Recurring
Period: Monthly
Scheduled Date: 11/29/2016
Due Date: 11/29/2016
CSoctsopore | e oo
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Payment Failure

If your immediate payment fails, you can edit it and try again or reschedule it.
If you reschedule it, the system will process it as a scheduled payment the
next processing day.

¢ Try Again/Edit - Click this button and the Schedule Payment page
reappears. You may attempt the payment again, or you may edit the
fields in the payment and click the Make Payment button again.

+ Next Processing Day - Click this button to schedule the payment for
the next processing day.

¢ Cancel - Click this button to cancel the scheduled payment.

=} Print this page Help
Transfers

You do not have sufficient funds at this time to make this transfer.

Do you want to schedule it for the next processing day (Friday 11/18/2016)?

Payment Details

From: My Checking Checking *0058
Te: My Loan Censumer Loan *0653
Transfer Description: pay my home loan
Amount: $160,000.00
Frequency: Fixed Recurring
Period: Monthly

Scheduled Date: 11/17/2016

Due Date: 07/20/2012

Try Again/Edit | Next Processing Day

Principal and Interest Loan Payments

Depending on the services offered, your financial institution may allow
standard loan payments (principal plus interest), principal-only, interest-only,
or separate principal / interest allocation payments. Contact your financial
institution for details.
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Financial institutions configured for principal and/or interest payments provide
an I want to menu on the Schedule Loan Payment section with the option

Specify Principal/Interest.

Schedule Loan Payment

| want to v

Transfers to or fram accounts at other financial institutions r
at least one business day in advance of the effective date of

From: My Checking Checking *0058 E| *

Balance: $3,002.81

Specify Principal /
Interest

If you use this action, a separate Schedule Loan Payment page opens. In

place of a single Amount field,

this page has one or more fields as configured

by your institution, such as Amount to be applied to Principal and
Amount to be applied to Interest.

Transfers

Schedule Loan Payment

0 Help

Transfers to or from accounts at other financial institutions must be scheduled at least one business day in advance of the effective date of the transfer.

From:

To:

Transfer Description:

Amount to be applied to Principal:
Amount to be applied to Interest:
Frequency:

Period:

Scheduled Date:

My Checking Checking *0058 E| %
Balance: $3,002.81

My Loan Consumer Loan *0653
Balance: $11,743.12

Regular Payment Amount: $219.95
Regular Payment Due Date: 07/20/2012

pay my home loan

Fixed Recurring E|

Monthly E|

11/17/2016 m(MMﬂ'DDJVYYY)
Due Date: 07/20/2012

Cut-off Time: 3:30 pm CST
External Transfer Cut-off Time: 4:00 pm CST

Make Payment

You may have the option to pay specific amounts for each loan payment’s
principal, interest, or both if you desire.
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From this page, follow the same procedure for scheduling the payment as for
any other loan payment, except for the separate allocation of principal and/or
interest amount rather than a simple amount. Refer to Scheduling Loan
Payments for details.

Scheduling Multiple Transfers

Using the Multiple Transfers feature, you can move funds from as many as
four accounts to other accounts, and schedule the transfers to occur once or
on a recurring basis. When you schedule transfers to take place on the same
day, you will see the transfers on the Transfer History table. If you schedule
transfers to take place on the next day or beyond, you will see the transfers
on the Pending Transfers table.

Note

Principal-only or interest-only loan payments cannot be scheduled
on the Multiple Transfers page.

The cut-off time located in the upper right section of the Multiple Transfers
page is the daily cut-off time for creating and approving transfers. Transfers
scheduled and approved prior to this time will be processed that day. Any
transfers scheduled and approved after this time will be processed on the
following business day.

There are four Transfer panes on the Multiple Transfers page. All contain the
same standard transfer input/selection fields and system data. Transfer panes
2, 3, and 4 become active if you click anywhere within the desired pane.
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To schedule new multiple transfers, do the following.

1. Click the Transfers tab heading and click Schedule Multiple Transfers
from the tab drop-down menu.

Transfers v My Spending

Schedule Single Transfer

Schedule Multiple Transfers
Schedule Advanced Transfer
Schedule Loan Payment

| Transfer Templates

=410

of History o

Add External Transfer Account

L -

The Multiple Transfers page appears. Use the Schedule Multiple Transfers
form to schedule your transfers.

2. In the From list, select the account from which to transfer funds.

Transfers from cross-border accounts are not supported, so those
accounts do not appear in the list.

In the To list, select the account to receive the funds.

4. In the Transfer Description box, enter a brief description for the
transfer.

The description serves as a reminder to yourself about the transaction. It
is not sent to your financial institution and does not appear on the account
statement. The box has a maximum length of 127 characters.

5. In the Amount box, enter the dollar amount of your transfer. For
example, you can use any of the following formats: 100, 100.00, $100.
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6. In the Frequency list, select the frequency of the transfer. The frequency
of a transfer tells the system if the transfer should be rescheduled and if
the transfer involves a fixed or variable dollar amount. The possible
options are as follows.

+ Fixed Recurring - Transfers are automatically rescheduled for the
same dollar amount each time.

+ Variable Recurring - Transfers are automatically rescheduled, but
you must enter a new dollar amount each time.

¢ Occasional - Transfers are not automatically rescheduled, but the
transfer remains on the Pending Transfers table.

¢ One Time - Transfers are not automatically rescheduled and appear
only on the Transfer History table.

7. In the Period list, select the period of the transfer to further define the
frequency for recurring transfers. The period tells the system when to
reschedule the transfer. The possible options are as follows.

¢ Once - Use this period if you checked the One Time box or if you
selected Occasional as the Frequency.

¢ Weekly - Every week on (or near) the same day of the week you
scheduled the first transfer.

+ Every Two Weeks - Every other week on (or near) the same day of
the week you scheduled the first transfer.

¢ Monthly - Every month on (or near) the same day of the week you
scheduled the first transfer.

+ Every Two Months - Every other month on (or near) the same day of
the week you scheduled the first transfer.

¢ Quarterly - Every three months on (or near) the same day of the
week you scheduled the first transfer.

¢ Twice a Year - Every six months on (or near) the same day of the
week you scheduled the first transfer.

¢ Yearly - Every 12 months on (or near) the same day of the week you
scheduled the first transfer.

8. In the Scheduled Transfer Date box, enter the date when the transfer
will take effect (mm/dd/yyyy). Today’s date is the default.

You can also use the calendar icon to select the date.

9. Repeat the above steps for transfers 2 - 4, if necessary.
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10. Click Transfer.

Multiple Transfers

Schedule Multiple Transfers

Cut-off Time: 3:30 pm CST

External Transfer Cut-off Time: 4:00 pm CST

O Hep

Transfer 1

i i x|
From: My Savings Savings *0056
Balance: $19,827.30
To: My Checking Checking *0058
"Balance: $3,002.81

Transfer Description: increase bal
Amount: 1500 *
Frequency: One-Time
Period: Onc®
Scheduled Date: 117172016 (S qam/op/vevy)

Transfer 3

Mv Checkina Checkina *0058
From: My Checking Checking *0058

My Checking Checking *0058
To: My Checking Checking *00

Transfer Description:

*
Amount:
. One-Time
Frequency:
Period: Onee

Scheduled Date: !/’

[y
[

[

Transfer 2

From:

Transfer Description:
Amount

Frequency:

Period:

Scheduled Date

My Checking Checking *0058

Balance: $3,002.81

To: My CDCD *8817
"Balance: $56,789.11

add to CD

. 1000 *
One-Time
Once

. 12/01/2016 [ (m/oD/vvvy)

s
P

[

Transfer 4

From:

To:

Transfer Description:

Amount:

Frequency:

Period:

Scheduled Date:

My Checking Checking *0058

My Checking Checking *0058

One-Time

Once

712016 [

)

Neset All

A confirmation page appears.

11. Click Transfer, Edit, or Cancel.

¢ Transfer - Click this button to initiate the transfer.

+ Edit - Click this button to make changes to the transfer.

¢ Cancel - Click this button to cancel the transfer.

When you click Transfer, your transfers are processed in humeric order. As
the transfers process, do not navigate from the page. Transfer panes waiting
to be processed are indicated as “Pending”. Once all transfer panes have
processed the pane is refreshed with information pertaining to the status of

the transfer.
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If one of your immediate transfers fails, you can cancel, edit it and try again,
or reschedule it. If you reschedule it, the system will process it as a scheduled
transfer on the next processing day.

Scheduling Advanced Transfers

For institutions that offer the Advanced Transfers feature, Schedule
Advanced Transfer appears in the Transfers tab drop-down menu. With
Advanced Transfers, Online Banking allows you to move funds from one
account to several other accounts (1 to Many), or from several accounts to
one account (Many to 1). Aside from the selection of From and To accounts,
setting up advanced transfers is essentially the same as other transfers.

An advanced transfer can occur once or on a recurring basis. When you
schedule a transfer to take place on the same day, you will see the successful
transfer on the Recent Transfers table. If you schedule a transfer to take
place on the next day or beyond, you will see the transfer on the Pending
Transfers table.

Advanced Transfer Processing

When you view an advanced transfer, you see details on the processing of the
transfers between individual accounts that are the components of an
advanced transfer. The system attempts to process all component transfers at
the scheduled time. However, because multiple accounts are involved, some
component transfers within the advanced transfer may be delayed or fail while
others succeed.

The Cut-off Time shown on the Advanced Transfers page is the daily cut-off
time for creating and approving transfers. Transfers scheduled and approved
prior to this time will be processed that day. Any transfers scheduled and
approved after this time will be processed on the following business day.

ONLINE BANKING BASIC SERVICES USER’S GUIDE
Confidential and proprietary to Apiture October 2018



Chapter 5: Transfers Tab

177 I

To schedule a new advanced transfer, do the following.

1. Click the Transfers tab heading and click Schedule Advanced Transfer
from the tab drop-down menu.

Transfers ~ My Spending

Schedule Single Transfer
Schedule Multiple Transfers
Schedule Advanced Transfer
Schedule Loan Payment

| Transfer Templates

e v

Cl .
of History 1
Add External Transfer Account

cho _ -

The Schedule Advanced Transfer page appears.

You use the four tabs on the page to set up and schedule your transfer.
You must complete the fields on a given tab to be able to move to the next

one. You can click a previous tab to go back if necessary.

2. On the Accounts tab, select the Transfer Type, either From One (1) to
Many or From Many to One (1).

The From and To account options below change according to your

selection.

3. In the From list, select the account(s) to transfer funds from. You can
select a single account for a One (1) to Many transfer; select two or more
accounts for a Many to One (1) transfer. The system displays the available
balance of the selected account(s).

4. In the To list, select the account(s) to receive the funds. You can select a
single account for a Many to One (1) transfer; select two or more accounts
for a One (1) to Many transfer. The system displays the available balance
of the selected account(s).
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Note

External accounts are not available for selection in From or To
lists for advanced transfers.

5. In the Description box, enter a brief description for the transfer, up to 64
characters. The description serves as a reminder to yourself about the

transaction; it is not sent to your financial institution and does not appear
on the account statement.

6. If you want to save the transfer you are creating as the basis for future
transfer submissions, select the Create transfer template after this

transfer is submitted check box. Refer to Using Transfer Templates for
more.

7. Click Continue to move to the Amounts tab.

O Help
Advanced Transfers

Schedule Advanced Transfer

Step 1: Accounts

Transfer Type: @From One(1) to Many ©From Many to One(1)

From: My Savings Savings *0056 E‘ *
Balance: $19,827.30
Wy Savings Savings ~uuso
[7] old Savings Regular Savings *6381
[] My IRA IRA 7650
[T My CD CD *8817
My Loan Consumer Loan *0653 Balance: $11,743.12
My Credit Card Credit Card *4389 Balance: N/A

Check All § Uncheck All

Description: | pay down debtl *

[T] Create transfer template after this transfer is submitted \
:a"cel

8. On the Amounts tab, enter the total dollar amount of all the component
transfer amounts in the Total Transfer Amount box. You can use any of
the following formats: 100, 100.00, $100.

9. In the boxes under Transfer Amounts, enter the dollar amounts
applicable to the individual accounts that make up the components of the
advanced transfer. These are the To accounts you selected for a One (1)

to Many transfer type, or the From accounts you selected for a Many to
One (1) transfer type.
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Note

The total of the individual amounts you enter must equal what
you entered for Total Transfer Amount. The Total field at
the bottom automatically calculates the sum of the individual
amounts. As illustrated below, the field is yellow while the sum
and Total Transfer Amount disagree, and turns green when
the totals are equal.

10. Click Continue to move to the Schedule tab.

O Hep
Advanced Transfers

Schedule Advanced Transfer

Step 1: Accounts Step Z: Amounts

Total Ti fer Ar it: . .
o1l Transtar Amadnt: 51300 Total is yellow until | &7,5

Transfer Amounts: amounts match
My Loan Consumer Loan ... $125

\ $17|
My Credit Card Credit Car... §175

Total: 142.00
Total Amounts add up to
otak : Total Transfer Amount

_> -

11. On the Schedule tab, select the frequency of the transfer in the
Frequency list. The frequency of a transfer tells the system if the transfer
should be rescheduled and if the transfer involves a fixed or variable dollar
amount. The possible options are as follows.

+ Fixed Recurring - Transfers are automatically rescheduled for the
same dollar amount each time.

¢ Variable Recurring - Transfers are automatically rescheduled, but
you must enter a new dollar amount each time.

+ Occasional - Transfers are not automatically rescheduled, but the
transfer remains on the Pending Transfers table.

+ One Time - Transfers are not automatically rescheduled and appear
only on the Transfer History table.
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12. In the Period list, select the period of the transfer to further define the
frequency for recurring transfers. The period tells the system when to
reschedule the transfer. The possible options are as follows.

¢ Once - Use this period if you checked the One Time box or if you
selected Occasional as the Frequency.

¢+ Weekly - Every week on (or near) the same day of the week you
scheduled the first transfer.

+ Every Two Weeks - Every other week on (or near) the same day of
the week you scheduled the first transfer.

¢ Monthly - Every month on (or near) the same day of the week you
scheduled the first transfer.

+ Every Two Months - Every other month on (or near) the same day of
the week you scheduled the first transfer.

¢ Quarterly - Every three months on (or near) the same day of the
week you scheduled the first transfer.

¢ Twice a Year - Every six months on (or near) the same day of the
week you scheduled the first transfer.

¢ Yearly - Every 12 months on (or near) the same day of the week you
scheduled the first transfer.

13. In the Schedule On box, enter the date when the transfer will take effect
(mm/dd/yyyy). Today’s date is the default date.

14. Click Continue to move to the Confirm & Submit tab.

O Hep
Advanced Transfers

Schedule Advanced Transfer

Step 1: Accounts Step 2: Amounts Step 3: Schedule

Frequency: Fixed Recurring E‘
Period:  pronthly E‘

Schedule On:  12,01/2016 ﬂ

Cut-off Time: 3:30 pm CST

_> -

ONLINE BANKING BASIC SERVICES USER’S GUIDE
Confidential and proprietary to Apiture October 2018



Chapter 5: Transfers Tab 181 I

15. Review all the transfer details, and if all are correct, click Confirm &
Schedule Transfer to submit the transfer.

O Hep

Advanced Transfers

Schedule Advanced Transfer

Step 1: Accounts Step 2: Amounts Step 3: Schedule Step 4: Confirm & Submit

If you are sure you want to make this transfer, click the "Confirm & Schedule Transfer" button below.
Transfer Type: From One(1) to Many
Total Transfer Amount: 8300 g Amount:
From: My Savings Savings *0056
To: My Loan Consumer Loan *0653 $125.00
My Credit Card Credit Card *4389 $175.00

Transfer Description: pay down debt
Frequency: Fixed Recurring
Period: Monthly
Scheduled Date: 12/01/2016

—> C Confirm & Schedule Transfer m

The Advanced Transfer Details page appears with a verification message.

&=} Print this page

Advanced Transfers

Advanced Transfer Scheduled Successfully!

Advanced Transfer Details

Advanced Transfer ID:
Transfer Type:

Total Transfer Amount:

From:

144552852

From One(1) to Many
$300.00

My Savings Savings *0056

To: [Scheduled My Loan Censumer Loan *0.. §125.00 Transfer ID: 144552853

[Scheduled My Credit Card Credit Card *.. $175.00 Transfer ID: 144552854 }

Transfer Description: pay down debt
Scheduled Date: 12/01/2016
Frequency: Fixed Recurring

Period: Monthly

¢ If you scheduled the transfer for a future date, the component transfers
are listed as Scheduled.

+ If you scheduled the transfer for the same day, the component
transfers are listed as Processing.
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Note

When advanced transfers are processed, each transfer to or
from the “"One” account is processed and posted on the core
as two or more individual transfers.

16. Transfer Failure. If you made an immediate transfer and there is a transfer
failure, options are provided to let you retry the failed transaction(s) or
cancel all failed transactions.

Any failed transfers can be selected. The following buttons also appear.

+ Retry Selected - Resubmits selected failed transfers. You can deselect
any failed transfers that you do not want to resubmit at this time. The
page refreshes to show the results.

Note

All failed transfers will automatically continue to retry for up to
3 days unless canceled.

¢ Cancel ALL Failed - Cancels failed transfers.
17. Click Done.

If you chose to create a template from the transfer, the new template appears
on the Transfer Templates page. The information you entered on the
Accounts and Amounts tabs for the transfer are in the template. The
Schedule tab information you entered is not included in the template.

Using Transfer Templates

Transfer templates make it easy for you to create transfers that need to be set
up frequently, but not on a regularly recurring basis. A transfer template
allows you to set up and save the basic parameters of a transfer, minus the
scheduling information.

When you need to create a new transfer, starting with an appropriate template
reduces the amount of setup needed. Any details, such as the transfer
amount, can still be adjusted as necessary at that time.
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You can create transfer templates from scratch, or generate a template based
on a transfer you are creating. In either case, the transfer parameters you
enter are saved to establish the template, and become the default values for
any new transfer created from that template. You can save any humber of
transfer templates.

From this page you can create a new template from scratch. Remember that
when you create a transfer directly, you can always select an option that will
save the transfer parameters as a template once you confirm the transfer.

Creating a Transfer Template

You can create transfer templates from scratch, or create a template based on
a transfer you are creating. In either case, the transfer parameters you enter
are saved to establish the template and become the default values for any
new transfer created from that template.

To create a transfer template from scratch, do the following.

1. Click the Transfers tab heading and click Transfer Templates from the
tab drop-down menu.

Transfers ~ My Spending

Schedule Single Transfer

Schedule Multiple Transfers
Schedule Advanced Transfer

Schedule Loan Payment

P
| Transfer Templates —
| W
b C 1
Histor
ef y n|
F
Add External Transfer Account .
L -
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The Transfer Templates page appears, listing any existing templates.

@ Hep
Transfer Templates
To create a new transfer using a template, click the Create Transfer option in the actions menu for a Template
Transfer Templates
Template Description From Te Actions
Save some My Checking:*0058 My Savings:*0056 | want to v
Transfer Templates Page
Column Description
Template = Displays the name given to describe the purpose
Description or function of the transfer defined in the template.

= The name is a link that goes to the Edit Transfer
Template page.

= The name(s) of whoever created and last modified
the template also may appear.

From = The account that funds should be transferred
from.

= For a Many to One transfer, this reads “Multiple
Accounts”. Refer to Scheduling Advanced
Transfers for information on Many to One
transfers.

To m The account that should receive the transfer
funds.

= For a One to Many transfer, this reads “Multiple
Accounts”. Refer to Scheduling Advanced
Transfers for information on One to Many
transfers.
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Transfer Templates Page (cont.)

Column Description

Actions Contains an I want to menu for each template with
the following options.

+ Create Transfer - Begins the creation of a
transfer based on this template.

+ Edit - Goes to the Edit Transfer Template page.
This is the same as clicking the name link in the
Template Description column.

¢+ Delete - Deletes the template.

Note

A given template is visible only to those who have edit privileges
on all the accounts the template specifies.

2. Click +New Template in the upper right corner of the page.
The Create Transfer Template page appears.

You use the three tabs on the page to enter transfer parameters that
define the template. You must complete the fields on a given tab to be
able to move to the next one. You can click a previous tab go back if
necessary.

3. On the Accounts tab, enter a descriptive nhame in the Template
Description box. It can be up to 127 characters, and must be unique.

4. If your institution offers advanced transfers, select the Transfer Type:
From One (1) to One (1), From One (1) to Many, or From Many to One

(1).
The From and To account options below change according to your
selection.

5. In the From list, select the account(s) to transfer funds from.

If your institution offers advanced transfers, you can select two or more
accounts for a Many to One (1) transfer.

6. In the To list, select the account(s) to receive the funds.

If your institution offers advanced transfers, you can select two or more
accounts for a One (1) to Many transfer.
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Note

For institutions offering both external transfers and advanced
transfers, external accounts are not available for selection in From
or To lists for advanced (Many to One/One to Many) transfers.

Transfer Templates

Create Transfer Template

Step 1: Accounts

Template Description: College stipend *

Transfer Type: @From One(1) to One(1) From One(1) to Many From Many to One(1)

From: My Checking Checking *0058 E| *

Balance: $3,002.81

To: | Other Ext Checking External Checking <J E| *
Transfer to Limit: $1,000.00
cance'

7. Click Continue to move to the Amounts tab.

8. On the Amounts tab, enter the transfer amount. You can use any of the
following formats: 100, 100.00, $100.

For a One (1) to One (1) transfer type, enter the dollar amount of the
transfer in the Total Transfer Amount and Transfer Amounts boxes.

If your institution offers advanced transfers, enter all the required
amounts.

For a One (1) to Many or a Many to One (1) transfer type, enter the total
dollar amount of all the component transfer amounts in the Total
Transfer Amount box.

In the boxes under Transfer Amounts, enter the dollar amounts
applicable to the individual accounts that make up the components of the
advanced transfer. These are the To accounts you selected for a One (1)
to Many transfer type, or the From accounts you selected for a Many to
One (1) transfer type.
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Note

The individual amounts you enter can differ, but their total must
equal what you entered for Total Transfer Amount. The Total
field automatically calculates the sum of the individual amounts.
The Total box is yellow while its sum and Total Transfer
Amount disagree, and turns green when they are equal.

Transfer Templates

Create Transfer Template

Step 1: Accounts Step 2: Amounts
Total Transfer Amount: & 1gp

Transfer Amounts:
Other Ext Checking Exter.. $ 100

Total: | 100.00 \
:anGEI

9. Click Continue to move to the Confirm & Save tab.

10. Review all the transfer details, and if all are correct, click Save Template
to save the template for future use.

The Transfer Templates page appears with the new template in the list.

Editing a Transfer Template

You can edit transfer templates at any time if you need to add new accounts,
change default amounts, or make other adjustments.

To edit a transfer template, do the following.

1. Click the Transfers tab, and select Transfer Templates from the
drop-down menu.

The Transfer Templates page appears, listing any existing templates to
which you have access.

2. Click the template name link in the Transfer Description column.
Alternatively, click Edit in the template’s I want to menu.
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The Edit Transfer Template page appears.

O Help
Edit Transfer Template
Step 1: Accounts
Template Description: College stipend *
Transfer Type: @From One(1) to One(1) From One(1) to Many O From Many to One(1)
From: My Checking Checking *0058 E| *
Balance: $3,002.81
To:  Other Ext Checking External Checking 9 E| *
Transfer to Limit: $1,000.00

3. Move through the tabs on the page as necessary to update transfer
parameters that define the template. You must complete the fields on a
given tab to be able to move to the next one. You can click a previous tab
go back if necessary.

+ On the Accounts tab, edit the Transfer Type, From and To accounts,
or Description.

Note

For institutions offering both external transfers and advanced
transfers, external accounts are not available for selection in From
or To lists for advanced (Many to One/One to Many) transfers.

+ On the Amounts tab, edit the transfer amount. You can use any of the
following formats: 100, 100.00, $100.

Note

For a One (1) to Many or a Many to One (1) transfer type, the
individual amounts you enter can differ, but their total must equal
what you entered for Total Transfer Amount. The Total field at
the bottom automatically calculates the sum of the individual
amounts. The field is yellow while the sum and Total Transfer
Amount disagree, and turns green when the totals are equal.

4. On the Confirm & Save tab, review all the transfer details, and if all are
correct, click Save Template to save the edited template.
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The edited template appears in the list of templates on the Transfer Templates
page.

Deleting a Transfer Template

Transfer templates can be deleted at any time when they are no longer
needed.

To delete a transfer template, do the following.

1. Click the Transfers tab, and select Transfer Templates from the
drop-down menu.

The Transfer Templates page appears, listing any existing templates to
which you have access.

2. Click Delete in the I want to menu of the template you no longer need.
The Delete Transfer Template Confirmation page appears.

3. Review all the details, and if you are sure this is the correct template, click
Delete Template.

E Print this page 0 Help
Delete Transfer Template Confirmation

Delete Transfer Template Confirmation

Template Description: College stipend

Transfer Type: From One(1) to One(1)

Total Transfer Amount: $100.00 Amount:

From: My Checking Checking *0058

To:
® Other Ext Checki... $100.00 \
Delete Template | Cancel

The template no longer appears in the list of templates on the Transfer
Templates page.

Deleting a template has no effect on the processing of any transfers that may
have been scheduled using the template.

Creating a Transfer from a Template

You can create a transfer from a template at any time. The template provides
a description, the account selection, and the amounts as defaults. You supply
the schedule, updating any of the default information if necessary.
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To create a transfer from a template, do the following.

1. Click the Transfers tab, and select Transfer Templates from the
drop-down menu.

The Transfer Templates page appears, listing any existing templates.

2. In the list, locate a template with parameters similar to the transfer you
want to make and click Create Transfer in its I want to menu.

O Help
Transfer Templates
To create a new transfer using a template, click the Create Transfer option in the actiens menu for a Template.
Transfer Templates

Template Description From To Actions

College stipend My Checking:*D058 Other Ext Checking:90000456 | want to s

Save some My Checking:*0058 My Savings*0056 drealiE Wz sites {b
Edit

Delete

The Schedule Transfer page appears.

You use the four tabs on the page to enter or edit transfer parameters.
The parameters on the Accounts and Amounts tabs come from the
template; the Schedule parameters are generic defaults.

3. Move through the tabs on the page as necessary to update transfer
parameters preset by the template. You must complete the fields on a
given tab to be able to move to the next one. You can click a previous tab
go back if necessary.

+ On the Accounts tab, edit the Transfer Type, From and To accounts,
or Description.

Note

For institutions offering both external transfers and advanced
transfers, external accounts are not available for selection in From
or To lists for advanced (Many to One/One to Many) transfers.

+ On the Amounts tab, edit the transfer amount. You can use any of the
following formats: 100, 100.00, $100.
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Note

For a One (1) to Many or a Many to One (1) transfer type, the
individual amounts you enter can differ, but their total must equal
what you entered for Total Transfer Amount. The Total field at
the bottom automatically calculates the sum of the individual
amounts. The field is yellow while the sum and Total Transfer
Amount disagree, and turns green when the totals are equal.

4. On the Schedule tab, select the frequency of the transfer in the
Frequency list. The frequency of a transfer tells the system if the transfer
should be rescheduled and if the transfer involves a fixed or variable dollar
amount. The possible options are as follows.

+ One Time - Transfers are not automatically rescheduled and appear
only on the Transfer History table.

+ Fixed Recurring - Transfers are automatically rescheduled for the
same dollar amount each time.

¢ Variable Recurring - Transfers are automatically rescheduled, but
you must enter a new dollar amount each time.

+ Occasional - Transfers are not automatically rescheduled, but the
transfer remains on the Pending Transfers table.

5. In the Period list, select the period of the transfer to further define the
frequency for recurring transfers. The period tells the system when to
reschedule the transfer. The possible options are as follows.

¢ Once - Use this period if you checked the One Time box or if you
selected Occasional as the Frequency.

¢ Weekly - Every week on (or near) the same day of the week you
scheduled the first transfer.

+ Every Two Weeks - Every other week on (or near) the same day of
the week you scheduled the first transfer.

¢ Monthly - Every month on (or near) the same day of the week you
scheduled the first transfer.

¢ Every Two Months - Every other month on (or near) the same day of
the week you scheduled the first transfer.

¢ Quarterly - Every three months on (or near) the same day of the
week you scheduled the first transfer.

¢ Twice a Year - Every six months on (or near) the same day of the
week you scheduled the first transfer.
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¢ Yearly - Every 12 months on (or near) the same day of the week you
scheduled the first transfer.

6. In the Schedule On box, enter the date when the transfer will take effect
(mm/dd/yyyy). Today’s date is the default date.

7. Click Continue to move to the Confirm & Submit tab.

O Help

Transfer from Template

Schedule Transfer from Template

Step 1: Accounts Step 2: Amounts Step 3: Schedule

Frequency: = One-Time E‘
Period: | gpee E‘

Schedule On: | 19/3p/2016 m

Cut-off Time: 3:30 pm CST
External Transfer Cut-off Time: 4:00 pm CST
3anGEI

8. On the Confirm & Submit tab, review all the transfer details.

If you are scheduling an external account transfer and your institution
requires additional authentication, you may need to enter a security
answer or perform some other authentication step. Authentication must
be performed to complete the transfer approval before the transfer is
processed.

9. If all details are correct, click Confirm & Schedule Transfer to submit
the transfer.

© Hep

Transfer from Template

Schedule Transfer from Template

Step 1: Accounts Step 2: Amounts Step 3: Schedule Step 4: Confirm & Submit

If you are sure you want to make this transfer, click the "Confirm & Schedule Transfer” button below.

Transfer Type: From One(1) to One(1)

Total Transfer Amount:  g10p.0p Amount:
From: My Checking Checking *0058

To: Other Ext Checking External Checkin... $100.00

Transfer Description: College stipend

Frequency: One-Time

Period: Once
Scheduled Date: 11/17/2016

C Confirm & Schedule Transfer m
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The Transfer Details page appears, showing the status of the transfer.

¢ If you scheduled the transfer for a future date, the component transfers
are listed as Scheduled.

¢ If you scheduled the transfer for the same day, the component
transfers are listed as Processing.

f=h Print this page
Transfers
Transfer Scheduled Successfully
Transfer Details
From: My Checking Checking *0058
To: Other Ext Checking External Checking 90000456
Transfer Description: College stipend
Transfer Amount: $100.00
Frequency: One-Time
Period: Once
Scheduled Date: 11/30/2016
Transfer ID: 144552857
Submit Date/Time: 11/17/2016 1:52:05 pm CST
=)

10. Transfer Failure. If you made an immediate transfer and there is a transfer
failure, options are provided to let you retry the failed transaction(s) or
cancel all failed transactions.

Any failed transfers can be selected. The following buttons also appear.

¢ Retry Selected - Resubmits selected failed transfers. You can deselect
any failed transfers that you do not want to resubmit at this time. The
page refreshes to show the results.

Note

All failed transfers will automatically continue to retry for up to
3 days unless canceled.

¢ Cancel ALL Failed - Cancels failed transfers.

11. Click Done to return to the Transfers page.
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Frequently Asked Questions
Q: If I have a problem transferring funds, how do I report it?

A: When a problem occurs with a transfer, write down the Transfer ID number
appearing on the Transfer Confirmation page, and refer to it when you report
the problem by secure email to your financial institution. Click the Contact Us
link at the top of any page next to the Log Out link to report the problem to
your financial institution.

Q: Can I transfer money from one account to another account?

A: Yes, if both accounts are accessible online and you have been granted the
necessary privileges. Click the Transfers tab, and look for the Schedule
Transfer module on the page. Fill in the account, description, amount,
frequency, and period information, and click Transfer to schedule the
transfer.

Q: Can I transfer money online to my parent’s account at another
institution?

A: Yes, if your financial institution offers External Transfers. You can enter an
external transfer account request for your parent’s account at another
financial institution on the Add External Transfer Account page. Your financial
institution will review and approve the request, and notify you by an
in-session alert message that when the external account is available in Online
Banking.

Q: When I schedule a same-day transfer, are these changes reflected
immediately in my balance?

A: Yes, the debit transfers are reflected immediately on the Home and
Accounts pages and may appear as an unposted or pending transaction. The
posted transactions will be displayed when your financial institution updates
the online transfers.

Q: How soon after a transaction is performed will it appear on the
system?

A: This varies according to the type of transaction. Some transactions are not
instantaneous. However, debit transactions may show up immediately as an
unposted or pending transaction and will affect your available balance.
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S My Spending Tab

What’s in this Chapter

This chapter describes using the My Spending tab to monitor your spending
habits.

Introduction

The My Spending tab gives you ways to monitor your spending from Online
Banking accounts to better manage your money. Using My Spending, you can
easily see how much you have spent over time and where your money is
going. You can even set up alerts to notify you when your spending begins to
exceed limits that you have specified.

Accounts v Bills & Payments Transfers v My Spending
Spendable Balance & = Print @ Help
f’h Ove rView My Checking *0058
What's my Spendable Balance?
Overview How's My Spending?
Budgeting Tips Manage Categories Get Email Updates
February 2018 Total Spending This Week Category Watch - February
= = o not including Bills 9-23 days left
Q- 6 days left

Entertainment

$ —
c,i 16 o $790

Left Left
5284 $300 50 $790
Spent Limit Spent Limit

Track by Paycheck Update Limit l Update Categories / Limits l

Where Did My Money GO7? rinning tips

£ DEC2017 JANUARY 2018 FEB2018 >

Money In and Qut - san 1 70 Jan 31 Spending Breakdown - anuary

Deposited $351 Restaurant +5951 )

Bills Paid §799 Other +51713 )

Transferred $4,789 s s
sh 1,790

Spent (includes credits) S'I 1,614 cpping =
Cash/ATM +51,838 >

Gas/Transport 55322 )

Numbers are rounded to the nearest dollar, so totals may be impacted.
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These are the key features of the My Spending page.
= Title area

= Sidebar

= How’s My Spending? area

= Where Did My Money Go? area

Title Area

The title area identifies the account you are viewing as well as providing some
key general information and controls.

= Account identifier - Shows the account nickname and masked account
number of the account for which you are viewing spending. If you have
more than one checking account, this is a selector that lets you switch
accounts.

My Checking *0058 change v

v My Checking *005¢

Other Checking *0125

= Printicon - Lets you print a copy of the account information on the page.

= Help icon - Opens the Help window to the main My Spending help page.

Sidebar

The sidebar along the left side of the page provides various modules that give
brief information and allow you to navigate to other pages.

= Standard Modules - Like the Home and Accounts pages, the My
Spending page sidebar contains the Spendable Balance and banner ad
modules. Refer to Chapter 3: Home Tab for details on those modules.

= Calendar Module - The sidebar for My Spending also contains a calendar
module. This display-only calendar provides a quick reference when you
are making date-related settings. Today’s date is shown at the bottom and
is highlighted within the calendar grid. Move from month to month using
the left and right arrows. Today’s date becomes Go To Today when you
have moved to a different month—click it to return to the current month.
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How’s My Spending?

The How’s My Spending? area at the top of the page has two subsections,
Total Spending and Category Watch.

Total Spending gives a graphical representation of your spending in the
current account over a given time period. You can select the time period, set
an overall spending limit, and set up to receive an alert if your spending
approaches the limit.

Category Watch is similar to Total Spending, but lets you configure particular
categories of spending transactions to monitor. You can watch the current
month’s spending in up to three categories, with separate limits and alerts for
each.

Note

The limits you set on the My Spending page do not create any
restrictions on your actual spending. They only provide
reference points for the spending display gauges and the
triggering of alerts. You always have full access to the money
in your accounts.

At the top of this section, the Budgeting Tips link opens a pop-up with brief
information on creating a sensible budget. The Get Email Updates link
allows you to have the system email you a copy of the How’s My Spending
information on a regular basis. Refer to Using Spending Alerts and Updates for
details on email updates.

Where Did My Money Go?

The Where Did My Money Go? area at the bottom of the page provides a
quick view of cash flow through the account. The Money In and Out section
gives a summary of deposits, bills paid, money saved, and total spending,
with the change in balance from previous month. The Spending Breakdown
section graphs spending by category. You can navigate to previous months for
easy comparison of your spending trends.

At the top of this section, the Planning Tips link opens a pop-up that outlines
the key steps to a good financial strategy.
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Setting Limits

Setting limits is a way to enhance your ability to track and respond to your
spending habits. Limits are optional. When you do take advantage of limits,
the graphical displays are enhanced to make it clear how you are following, or
deviating from, your spending goals. Limits also enable the spending alert
functionality.

Note

The limits you set on the My Spending page do not create any
restrictions on your actual spending. They only provide
reference points for the spending display gauges and the
triggering of alerts. You always have full access to the money
in your accounts.

Setting a Total Spending Limit

When you click Set Limit at the right end of the Total Spending gauge, or Set
a Spending Limit within the Track My Total Spending dialog box, a My Limit
gauge appears within the dialog box. The gauge lets you set a spending limit
graphically by dragging a round handle, or explicitly by entering a dollar
value.

Track My Total Spending

Monitor total amount spent, not including bills

Choose Time Pericd @ Weekly © Per Paycheck

Week starts on Monday -

Set a Limit

my limit

'm Alert me when I'm close (75% of limit)

Send alert to... ~

Disable this Tracker Cancel | m
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If a limit has not been set yet, the default value in the gauge is the average of
your spending for the selected time period, based on recent transaction
history. This is represented with the drag handle positioned 3/4 of the way
along the gauge and labeled “Average”. The gauge bar to the left of the handle
is colored. Another position for the handle just to the left of the handle is
shown as “ghosted” and is labeled “Reduce by 10%”".

To set a limit, do the following.
1. Set your time period. Refer to Viewing Total Spending for details.
2. Do one of the following.

¢ Drag the handle to set a limit, or click on the bar to move the handle to
that position. The dollar value in the center changes accordingly. When
you use the handle, it snaps to the “"Reduce by 10%" position when you
are close to it as a simple way of cutting the limit by this amount.

+ Enter a dollar value. Entering a value this way is required if you want to
set a limit that is greater than is possible by using the handle. Only
whole dollar values are accepted or displayed.

3. Click Save.

When you have set a limit, the spending display gauge on the main page
changes to provide visual cues on the trend of your actual spending, given the

limit amount.
Total Spending This Week
not including Bills
@ - 5 days left
Today indicator
(early in week) ?\
31 6 ~ Red color signals
Left spending near limit
5284 5300
Spent Limit
Track by Paycheck ‘ Update Limit ‘

= A “today” indicator icon (@) appears along the gauge arc at a spot
proportional to how much of the current time period has passed, with a
label showing the number of days left in the time period.

= The amount spent so far in this time period ($nnn Spent) appears below
the left end of the gauge.

ONLINE BANKING BASIC SERVICES USER’S GUIDE
Confidential and proprietary to Apiture October 2018



Chapter 6: My Spending Tab 200 I

= The amount you set ($nnn Limit) appears below the right end of the
gauge.

= The difference between the Spent and Limit amounts appears in the
center of the gauge ($nnn Left). If the amount spent has exceeded the
limit, the difference amount is shown in red, and the label is Over.

= The Spent amount, as a proportion of the Limit amount, is indicated by
the shaded area of the gauge; as rate of spending threatens to exceed the
limit, the green shading of the leading end of the bar turns yellow; as
spending increases further, the shading turns red.

Setting a Category Limit

Setting limits for spending categories is essentially the same as setting the
limit for Total Spending, but applies to particular spending categories that you
select. In the case of categories, you do not select a time period; the time
period is always one month, so the limit gauges are labeled My Monthly Limit.
You do choose how many categories to watch, and which categories they are.

The limit gauge controls work the same as described above, defaulting to an
average spending amount, and letting you set limits graphically or
numerically.

Once you have set category limits, the gauge for each category displays your
spending graphically. A today icon indicates where you are in the current
month, and a color-coded gauge bar shows how your spending pace relates to
the limit.

Refer to Category Watch for details on tracking spending by category.

Alerts Based on Limits

Once limits have been set for Total Spending or Category Watch, you can
receive alerts when your spending approaches those limits. Alerts allow you to
be notified in advance when your financial goals might be at risk, so you can
adjust spending before it becomes a problem.
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Using Spending Alerts and Updates

When limits have been set in Total Spending or Category Watch, you can
receive alerts when your spending approaches those limits. Alerts allow you to
be notified in advance when your financial goals might be at risk, so you can
adjust spending before it becomes a problem.

A spending alert is triggered automatically when spending—either total
spending or within a category—reaches 75% of its limit. Alerts can be sent to
your primary or secondary email address, or as an SMS text message to an
enrolled mobile number for institutions offering SMS text messaging.

Note

Whether you receive an alert depends on how you have set
the corresponding limit. An alert does not necessarily indicate
excessive spending. If a limit is set to the typical total
spending for a month, you would expect a corresponding alert
to be triggered near the end of the third week of most
months—at 75% of the way through the month. This would
simply indicate that your spending is at its normal level.

Use limits and alerts to prompt yourself to adjust your spending trends. The
spending gauges and other information displayed within My Spending will
provide a clear picture of whether you have a spending problem.

To set alerts for spending, do the following.

1. If you have more than one checking account, select the account to
configure using the account selector at the upper right of the My Spending

page.

Note

When you have different checking accounts set up in My Spending,
separate alerts are sent for each account.

2. Do one of the following.

¢ Click Set Limit in the Total Spending section or on a category in the
Category Watch section. This link is Update Limit when a limit has
been set.
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A dialog box appears, showing the spending limit gauge and the Alert
me when I'm close option.

¢+ Click Set Categories/Limits in the Category Watch section. This
button is Update Categories/Limits when category limits have been
set.

The Watch My Categories dialog box appears, with a section for each
current category and the Alert me when I'm close option.

3. Turn the Alert me when I'm close option ON or OFF, as desired. In
Category Watch, the setting applies to all categories; alerts cannot be set
up on a per-category basis.

4. From the destination list, select where to send the alert. Options are:
¢ Primary (your primary email address)
¢ Secondary (your secondary email address)

¢ Text (a mobile number that has been enrolled for SMS text messaging,
available only for FIs offering SMS text messaging)

WatCh My CategOFiES Menitor spending in up to three key budget categories

Choose Category

&

® 790

I Entertainment

my limits__/

| J Alert me when I'm close (75% of limit)

‘ = Primary v‘

‘ + Add Limit ‘ ‘ Remove Limits | ‘ Cancel | m

5. Click Save.

If you turned alerts on, you will receive an alert via the selected method
any time spending reaches 75% of its limit. If you turned alerts off, alerts
will no longer be sent.
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The email alerts are in HTML format, displaying the Total Spending or
Category Watch gauges and any associated limits just as you see them in My
Spending. Additional information from your institution may be included.
Emails have the subject line "My Spending Alert from <FI-name>: Total
Spending” or “*My Spending Alert from <FI-name>: <Category name>".

=] e vHBad|s My Spending Alert from Any Institution: Total Spending - Message (HTML) [ ][ @ [t
Message Developer  Adobe PDF v @
From: Any Institution <testonly@fundsxpress.com> Sent: Fri 2/2/2018 1:22 PM
To: Customer, Test
T
Subject: My Spending Alert from Any Institution: Total Spending
My Spending Alert from Any Institution: Total Spending &
-

You have reached 75% of your limit on your Total Spending and have $30 remaining. Please login o Any

Institutior few the details

Total Spending This Week

330

Left

For mare. log into your account at Any Instution

Anylnstitution

SMS alerts have the form “You have currently spent 75% of your limit on your
Total Spending. Please login to <FI-name> to view the details.”

Important: The alerts you create within My Spending are not related to the
Account Activity alerts that can be configured on the ALERTS sub-tab of the
Accounts page or the Notify Me Alerts page. Although Account Activity alerts
can accomplish some similar functions, they operate independently of My
Spending alerts.

Email Updates

The Get Email Updates link provides another tool for monitoring your
spending. It lets you schedule regular emails to yourself containing the Total
Spending and Category Watch information, so that you are always up to date
on your financial status.

To schedule spending updates via email, do the following.

1. Click Get Email Updates in the upper right of the How’s My Spending?
section.

The Email Updates dialog box appears.
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2. Switch ON the Get my spending progress periodically option.

3. From the Send to list, select the email address on file where the updates
should be sent. Primary is the default. You can select Secondary instead,
or hold down Ctrl to select both.

4. Specify how often to receive updates.
¢ From the Frequency list, select Daily, Weekly, Pay Period, or Monthly.

¢ If you select Weekly, another list appears, from which you can select
the preferred day of the week.

¢ If you select Pay Period, the paycheck name/pay period you have
configured in Total Spending is shown.

Email Updates

L/," Get my spending progress periodically

Send To _ & Primary V_‘
Frequency Weekly on | Sunday - ‘
{L_} . J
Daily
Weekly
Pay Period [W] m

Monthly

5. Click Save.

Once you have turned on updates, Get Email Updates becomes Manage
Email Updates.

The emails are in HTML format, displaying the Total Spending and Category
Watch gauges and any associated limits just as you see them in My Spending.
Additional information from your institution may be included. Emails have the
subject line “Your Spending Update from <FI-name>". Weekly update emails
are sent on the day of the week specified. For Daily, Pay Period, and Monthly
updates, emails are sent at the end of the day, end of the pay period, or end
of the month respectively.

If you have multiple checking accounts and set up email updates in My
Spending for them, you receive separate emails for each account.
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Viewing Spending Activity

The Spending Activity page is available when you need more detail about your
spending transactions. This page appears when you click the category name
of one of the spending categories in Category Watch, when you click an item
such as Deposits under Money In and Out, or when you click a category
spending bar under Spending Breakdown.

Under Spending Activity, summary information for the items you selected
appears on the right: the amount so far this month and a monthly average,
and for spending categories with a limit, a spending gauge showing the
current limit and spending pace.

But Spending Activity also shows a listing of individual transactions in a
category. The listing is in reverse chronological order for the current month, in
the following columns.

= Date - Month and day of the transaction
= Description - Brief transaction description, typically the name of a payee
= Category - Name of the spending category

= Amount - Transaction amount, with a total at the bottom for all listed
transactions; credit amounts (such as a refund on a return) are shown
with a plus (+) sign

Eg Print 0 Help
Spending Activity My Checking *0052
Overview = Restaurant
Restaurant - February 2018
Date & Description Category % Amount About Restaurant
Feb 2 Elzar Fine Cuisine Restaurant - 5309.61 S4 5 5
Spent
Feb 1 Leela’s Eye on Dining Restaurant W $145.16 S
455
TOTAL $454.77 s

Watch This Category

its for categories you care

1 of 3 limits set

Update Category Limits
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This is essentially the same kind of listing as on the ACTIVITY sub-tab on the
Accounts page, but filtered by category. Accordingly, it provides the following
options.

= Sorting - Click the Date, Description, or Amount column headers to
re-sort the list by that column in ascending or descending order

= Additional detail - Click the Description text to see the Transaction Detail
pop-up

= Change transaction category - Click in a transaction’s Category column

to display the full list of categories, from which you can select a different
one for the transaction

Note

When you have finished on the Spending Activity page, click
Overview in the breadcrumb links at the top of the page to
return to the main My Spending page.

Seeing Transaction Detalil

When you click in a transaction’s Description column, the Transaction Detail
pop-up window opens. In addition to showing the same transaction
information given in the main listing, this pop-up allows you to enter a memo
for the transaction, send an email to your institution inquiring about the
transaction, or send the transaction information to your printer. Refer to
Entering Memos and Editing Descriptions in Chapter 4 for more information on
the Transaction Detail pop-up.

Changing Transaction Category

In examining your spending transactions, you might want to change the
category from the one automatically assigned by the system to something
more appropriate. For example, you might change a transaction at Acme Deli
from “Restaurants” to “Groceries” depending on what the spending was at
that location.

To do this, click the transaction’s category in the listing, then select the
desired category from the drop-down list that appears. The re-categorized
transaction stays on the page until you refresh the page or navigate away and
return. Any other dependent information (such as averages) updates
immediately.
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Summary Information

The summary information on the right side of the Spending Activity page
varies somewhat depending on the type of transactions it represents.

If you reached Spending Activity by clicking a category name in Category
Watch or a category spending bar in Spending Breakdown, these are spending
transactions. Accordingly, the summary title is "About <Category>" and the
label below it is “"Spent”. (For the Bill or Credit Card Payment categories,
however, the label is “Paid”.)

In addition, for spending categories, the Category Watch section appears
below the summary. When you are viewing the current month and a limit
exists for the category, this shows the color-coded spending gauge just as in
Category Watch. Past months have no gauge, but still show the limit.

About Cash/ATM

327

Spent

327

Average

February - Cash/ATM

V- 22 days |eft

[+
o

£ 8173
L Left
$327  $500

Spent Limit

Change Limit

Regardless of the month, if no limit is set for a category the section is titled
Watch this Category. In that case, it provides an Update Category Limits
button to open the Set Category Limits dialog box.
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If you reached Spending Activity by clicking Deposits, Bills Paid, or Savings
in Money In and Out, the summary title is "About Deposits”, "About Bills”, or
“About Savings”, and the label below the total is “Paid”, “"Deposited” or
“Saved” respectively.

Viewing Total Spending

The left side of the How’s My Spending? area of My Spending is the Total
Spending section. It displays the total spending for the current week or pay
period in a graphical gauge, as well as a rounded dollar amount.

The default account shown is the Spendable Balance account. The total
displayed does not include deposits, bills paid through online bill payment, or
transfers to savings or other accounts. The default time period is the current
week.

The gauge display represents the time period as an arc from left to right. The
outer edge of the arc is broken into segments representing the days within the
time period. If you set a spending limit, the inner bar of the arc is shaded to

indicate the proportion of the limit you have spent so far in the current time

period.

Selecting the Time Period

The default spending period is a week, so the heading for the section is Total
Spending This Week, with a sub-heading that gives the date of the start of the
current week. In the lower left corner of the section is the Track by
Paycheck link, which lets you switch to viewing total spending by paycheck.
If you select a paycheck time period, this link becomes Track by Week.
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Click Track by Paycheck or Track by Week to open the Track My Total
Spending dialog box, where you can define the time period.

Track My Total Spending

Monitor total amount spent, not including bills

Choose Time Period @ Weekly ) Per Paycheck

Week starts on Monday
Set a Spending Limit . Cancel | m

The dialog box lets you switch between Weekly and Per Paycheck as the
time period. For a Weekly time period, the only option is to select the day of
the week on which the week starts, which defaults to Monday.

When you select Per paycheck, the selector becomes Paycheck is, and lists
typical paycheck intervals.

=  Every Week
=  Every 2 Weeks
= Once a Month

= Twice a Month

Track My Total Spending

Monitor total amount spent, not including bills

Choose Time Period ) Weekly @ Per Paycheck

Paycheck is Every 2 Weeks -~

next paidon | 02/07/2018 m
Set a Spending Limit lCancel ‘ m
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Choosing any of these options shows a new input field below the paycheck
selector, prompting the user to further define the paycheck interval.

= Every Week - Select paycheck day of the week (Fridays, Saturdays, etc.)

= Every 2 weeks - Specify the next pay date (use calendar control or type in
date)

= Once a month - Select paycheck day of the month (1st, 2nd, 3rd, etc.,
and Last)

= Twice a month - Select first paycheck day of the month (1st, 2nd, 3rd,
etc., up to 16th)

When you have made all time period selections, click Save.

The time period dialog box also has the Set a Spending Limit link. Refer to
Setting Limits for details.

Category Watch

Overview

The Total Spending section gives a high-level view of all spending. But in
managing spending habits, it can be helpful to focus more specifically on
where money is being spent. The Online Banking platform automatically
organizes your expenditures into particular spending categories, so that you
can track finances in a more targeted way.

The platform uses the following ten default spending categories.
= Business

= Cash/ATM

= Credit Card Payments

= Entertainment

= Gas/Transport

= Groceries

= Medical

= Restaurants

= Shopping

= Other (any transactions that do not fall under existing categories)
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You can custom-define up to fifteen additional categories, which can be either
spending or income categories.

The Category Watch section of the My Spending page by default shows
spending in the two spending categories with the highest spending (based on
recent transactions). The spending amount shown for each category is the
total for the current month, as shown in the section title. If you have set
category limits, the category gauges graphically illustrate how spending is
keeping pace with your limits. You can set up alerts to notify you when
category spending approaches your limits.

Viewing Category Transactions

When analyzing your spending, it can be helpful to review the specific
transactions involved. Category Watch allows you to see a listing of the
transactions that make up a category’s spending for the month.

To view the transactions for a category, do the following.

1. Click the category name above its display gauge, for example,
Restaurants.

The Spending Activity page appears, listing transactions in that category
for the current month, much like the ACTIVITY sub-tab on the Accounts
page.

2. Scroll through the list to examine transactions.
On this page, you can get detail on individual transactions, view

transactions for prior months, and see other spending-related
information. Refer to Viewing Spending Activity for details.

Choosing Categories

You can keep the default categories or select others. You can also opt to track
1, 2, or 3 categories at a time. For each category, you can set independent
limits, and independent alerts. If you have multiple checking accounts, you
can have different category settings for different accounts.

To select spending categories to track, do the following.

1. If you have more than one checking account, select the account to
configure using the account selector at the upper right of the My Spending

page.
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2. Click Set Categories/Limits. This button is Update Categories/Limits

once category limits have been set.

The Watch My Categories dialog box appears, with a section for each

current category.

3. To track a different category, select it from the appropriate Choose

Category list.

4. To add a category (when you have fewer than three), click + Add Limit.

A new category section appears in the dialog. Make a selection from its

Choose Category list.

Watch My Categories w.

Choose Category

Cash/ATM |

Choose Category

Business

=

0
Credit Card Payment my himit
Entertainment |
| | . o
Gas/Transport jn I'm close (75% of limit)
Groceries to... v

Medical

Other r
. - _Taits |

ling in up to three key

y budget categories

Remove @

Remove @

| Cancel |

5. To remove a category (when you have more than one), click Remove in

the category section’s upper right corner.
6. Click Save.

ONLINE BANKING BASIC SERVICES USER’S GUIDE

Confidential and proprietary to Apiture

October 2018



Chapter 6: My Spending Tab

213 I

The Category Watch section shows the categories you selected.

Category Watch - February

@ - 21 days left
Cash/ATM Entertainment

[+ [+

i M
{8173 {8

‘uﬁ Left % Left
$327 $500 S0 S0
Spent Limit ent Limit

| Update Categories / Limits

Setting Category Limits

To set limits for categories, do the following.

1.

If you have more than one checking account, select the account to
configure using the account selector at the upper right of the My Spending
page.

Click Set Categories/Limits. This button is Update Categories/Limits
once category limits have been set.

The Watch My Categories dialog box appears, with a section for each
current category.

In each category section for which you want to set a limit, use the gauge
control to set a dollar amount. The controls work the same as the limit
control gauge for Total Spending. Refer to Setting Limits for details on
using the controls.

If you want to remove all limit settings from the categories shown, click
Remove Limits.

The category limit gauges revert to a blank state, with no limits set.
Click Save.
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The Category Watch gauges show the limits you set and indicate how the
spending for the current month tracks with them.

Category Watch - February
Q- 21 days left

Cash/ATM Entertainment

P
P

L5173 {5325
I‘ﬁ Left I"n Left
5327 $500 S0 $325
Spent Limit Spent Limit

| Update Categories / Limits

If you removed limits, the gauges return to their default state, showing
spending only.

Setting Alerts on Categories

To set alerts for category spending, do the following.

1. If you have more than one checking account, select the account to
configure using the account selector at the upper right of the My Spending
page.

2. Click Set Categories/Limits. This button is Update Categories/Limits
once category limits have been set.

The Watch My Categories dialog box appears, with a section for each
current category.

3. Turn the Alert me when I'm close option ON or OFF, as desired. The
setting applies to all categories; alerts cannot be set up on a per-category
basis.
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4. From the Send to list, select where to send the alert.

= Prim

0 Text

4 Secondary Not Set

Watch My Categories Monitor spending in up to three key budget categories

Remove @

Choose Category

Cash/ATM ~

Remove @

Choose Category
T

my limit\_/

~
( ) Alert me when I'm close (75% of limit)

&= Primary ~

ary johndoe@example.c...

{t’) } Cancel E

Not Set

5. Click Save.

If you turned alerts on, you will receive an alert any time spending in one
of the configured categories reaches 75% of its limit. If you turned alerts
off, alerts will no longer be sent.

Refer to Using Spending Alerts and Updates for details on alerts.

Creating Custom Categories

Online Banking allows you to add custom category types to the default list.
Transaction categories are found in the Category column on the Accounts
page ACTIVITY sub-tab, and on the My Spending tab.

To add a custom transaction category, do the following.

1. Click Manage Categories in the upper left corner of the Category Watch

section.
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The Transaction Categories page appears.

Note

You can also reach the Transaction Categories page from within
a list of transactions. Click the Edit Categories icon (%) in the
header of the Category column.

2.

Click Add New Category.

Note

If fifteen custom categories have already been added, the Add
New Category button does not appear.

Groceries

Medical

Other

Saved

Shopping

Gas/Transport Expense L4

Restaurant

Expense w/

Expense L4

Expense v

Expense L

Expense v

Expense sl

U

The Add New Category dialog box appears.

Note

You can also reach the Add New Category dialog box from
within a list of transactions. Click the Add New Category item in
the list that drops down when you click in the Category column.

4,
5.

Enter a name in the Category Name box. The maximum length is 20
characters.

In the Choose a category type list, select either “Income” or “Expense”.

Select whether the category should be one of your Spending Categories.
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Designation as a Spending Category allows the category to be selected for
monitoring and alerts in My Spending.

6. Click Save.

Add New Category

Category Name ‘30|‘&CJE|

Choose a category type | Expense v ‘

Do you want this to be a part Ek
of Spending Categories?

‘. Cancel ‘ 4—

The dialog box closes, and the new category appears on the Transaction
Categories page. The new category will be available in My Spending, the
Accounts page ACTIVITY listing, and wherever else categories appear.

You can add up to fifteen custom transaction categories. Once fifteen custom
categories exist, the Add New Category button no longer appears.

Only custom categories can be edited or deleted.

Editing Custom Categories

Online Banking allows you to make changes to your custom transaction
categories. Transaction categories are found in the Category column on the
Accounts History page, and on the My Spending tab.

To edit a custom transaction category, do the following.

1. Click Manage Categories in the upper left corner of the Category Watch
section.
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The Transaction Categories page appears.

Note

You can also reach the Transaction Categories page from within
a list of transactions. Click the Edit Categories icon (%) in the

header of the Category column.

2. Click the Edit link in the Edit/Delete column for the custom category you

want to edit.

The Edit/Delete Category dialog box appears.

Note

Only custom categories are available for editing.

3. Edit the name in the Category Name box. The maximum length is 20

characters.

4. In the Choose a category type list, change the type to “Income” or

“Expense” if necessary.

5. Select whether the category should be one of your Spending Categories.

Designation as a Spending Category allows the category to be selected for
monitoring and alerts in My Spending.

6. Click Save.

Edit Category
Category Name 5'3"35”
Choose a category type Expense v |
Do you want this to be a part i
of Spending categories?

| Cancel ‘ 4—

The dialog box closes, with the changes you made shown on the

Transaction Categories page.
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Deleting Transaction Categories
Online Banking allows you to remove custom categories from your list.

Transaction categories are found in the Category column on the Accounts
page ACTIVITY sub-tab, and on the My Spending tab.

To delete a custom transaction category, do the following.

1. In the Welcome Center utility menu, click All Services & Settings.
The Services & Settings page appears.

2. In the Preferences section, click Transaction categories.
The Transaction Categories page appears.

3. Click the Delete link in the Edit/Delete column for the custom category
you want to remove.

A confirmation dialog box appears.
4. Click Yes.
The Delete Category dialog box appears.

Note

Only custom categories are available for deletion.

5. In the Map to an existing category list, select the category to which
any transactions already under this category should be assigned.

6. Click Delete.

Delete Category

Category Name School
Choose a category type Expense ~

Do you want this to be a part
of Spending categories?

How do you wish to handle the transactions under this category?

Map to an existing category Bill ~ ‘
()
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The dialog box closes, and the category no longer appears on the
Transaction Categories page. Transactions that had been assigned this
category are remapped according to your selection.

Where Did My Money Go?

Overview

The Where Did My Money Go? area gives you a high-level view of the cash
flow within the selected account for a given month in two sections, Money In
and Out on the left and Spending Breakdown on the right.

Where Did My Money GO? pianning tips

£ DEC 2017 JANUARY 2018 FEE 2018 )
Money In and Out - Jan 1 70 Jan 31 Spending Breakdown - anuary
Deposited 54,591 Restaurants NG 257 655
fills Pad $2101 Groceries NEG— o' 638
Saved i Credit Card
ave 875 Paymonts I 13% 298
Spent 82’242 entertainment [N 1 o= 2724
Cash/ATM N 7% 160
Change in Balance 583 Shopping [N 5° 126
$1,389 51,472 Other [l 3% 73
- o Gas/Transport +572 )

The title bar identifies the month currently in view. Click the arrow on the left
of the title bar to move to the preceding month, or the arrow on the right side
to move to a later month. Up to 13 previous months of data can be viewed,
depending on the amount of financial history on record for the user.

Money In and Out

The Money In and Out section provides a summary of your complete financial
picture for the selected month. Totals include the following.

= Deposits
= Bills paid
= Savings (transfers from this account to a Savings account)

= Spending (all transactions categorized under Spending Breakdown)
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As with other figures within My Spending, totals are shown as whole numbers,
rounded to the nearest dollar.

For institutions that are not Real-time-only, the overall spending trend for the
month is given in the Change in Balance section. It shows dollar figures for
the totals on the first day of the month and the last day of the month (or to
date for the current month), plus the difference between these two figures. An
up arrow with green numbers indicates a rise in the balance; a down arrow
with red numbers indicates a fall in the balance.

Spending Breakdown

The Spending Breakdown section graphs a consolidated view of your expenses
within the available spending categories. These include the following defaults
as well as any custom spending categories you have set up.

= Business

= Cash/ATM

= Credit Card Payments
= Entertainment

= Gas/Transport

= Groceries

= Medical

= Restaurants

= Shopping

= Other

Each category shows the dollar amount spent and the percentage of all
spending that it represents. Categories appear in order of the spending
amount for the month. The category with the highest spending is at the top
and the lowest at the bottom. Categories with no spending for the month are
not displayed. If a spending category has a net credit (as a result, for
example, of refunds for purchased items), that category and its credit value
are shown in green at the bottom of the Spending Breakdown section.
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In addition to providing a visual comparison of spending proportions for the
various categories, the horizontal category bars are clickable. Click a bar to
see a listing of the transactions in that category for the month. The Spending
Activity page appears, listing transactions in that category for the current
month, much like the ACTIVITY sub-tab on the Accounts page.

B Print 0 Help
Spending Activity My Checking *0058
Overview > Cash/ATM
Cash/ATM - January 2018
Date & Description Category W Amount About Cash/ATM
Jan 31 ATM Withdrawal Cash/ATM . $50.00 S 1 6 0
Spent
Jan29  Cash Advance Cash/ATM v $60.00
$75
Average
Jan 26 ATM Withdrawal Cash/ATM ’ $50.00
TOTAL $160.00
Category Watch
Current Limit $500 per month
Update Category Limits
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O ENEEE Messages

What’s in this Chapter

This chapter presents procedures to send secure messages to your financial
institution and to reply to any alert or broadcast message sent to your Unread
Messages box.

Introduction

The Messages page allows you to read messages from your financial
institution and to send secure messages to OLB Support in the event of a
problem. The Messages page is also used to keep you informed of activity in
your accounts. You will be notified when scheduled payments (Good Funds bill
pay only) have been made, and when changes have been made in your
account. For example, you receive confirmation every time your passcode is
changed or funds are transferred between your accounts. You will also be
notified if there were insufficient funds in your account to make a scheduled
payment transfer.

Because the messaging system is secure and encrypted, you can send your
account number in the body of the message. But please do not send your
passcode. OLB Support does not need it to assist you.
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Navigating the Messages Page

The Messages page allows you to securely communicate with your financial
institution concerning topics related to your online accounts. The Unread
Messages page is the main page for the Messages page.

To get to the Messages page, click Messages in the Welcome Center. From
the Messages supermenu, select an unread message to view, or click View
All Messages.

be ~  LogOut Contact Us @ Messages v

Mov 16 Passcode Changed!
I MNov 15 New Check Policy I
Sep 12 Passcode Changed!
ir
Sep 12 External Transfer Accoun...
Aug 18 External Transfer Accoun...

Mew Message

View All Messages

ONLINE BANKING BASIC SERVICES USER’S GUIDE
Confidential and proprietary to Apiture October 2018



Chapter 7: Messages 225 I

The Messages page is also accessible from the Home page. Click the Unread
Messages header in the sidebar module to see the complete Inbox, or click a
message subject to read that message.

Home Accounts v Bills & Payments

Spendable Balance ©

ih i

What's my Spendable Balance?

2 of 7 Unread Messages

Nov 16 © Passcode Changed!

Aug 1 Personal Financial Manager
Now Available!

Within the Messages pages, you can navigate using the I want to menu.

All Messages E| | want to v

Category = Go To Inbox

Security Relat: View Unread
Messages

General Accol
View Sent

Security Relat Messages {b

Secure Messg ContactUs

= Go To Inbox. Contains links to all the messages that you have received
and have not yet deleted.

= View Unread Messages. Contains links to new messages that you have
not read yet.
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= View Sent Messages. Contains links to view all sent messages from the
past 120 days.

= Contact Us. Starts a secure message through which you can
communicate your concerns to your financial institution.

If any urgent messages are waiting for you when you log in, an Urgent
Messages bar appears at the top of most Online Banking pages until you
read the message. In the sidebar and supermenu unread messages lists,
urgent messages have the icon © . All urgent messages are listed by date.
Click a message subject link to open the Messages page.

Last Login: 11/15/16 at 09:46 AM CST g Print ¥ Help

Home

Remind me later (%

Urgent Messages

Nov15 MNew Check Policy

You can temporarily hide the bar by clicking the Remind me later link on the
right.

Filtering by Message Category

The different message lists available from the Messages page—Unread
Messages, Messages Inbox, and Sent Messages—have a Category column to
help you distinguish various types of message. Categories include Broadcast
Message, Secure Message, and the categories available for a message you
sent. By default, all messages in the list are shown at once, regardless of
category.
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At any time, you can filter the message list to display just one category using
the category filter, immediately to the left of the I want to menu. Click the
filter and select a category to show messages of that category only.

All Messages (]| 1wantto v

All Messages

Broadcast Message e

Secure Message e

Secuntyr Related 1 Message
sage

To remove the filtering, select All Messages.

Accessing Unread Messages

The Unread Messages page displays all messages you have received but have
not yet opened.

= The Sent column indicates the date and time of the most recent message
in @ message history.

= Urgent messages are indicated by the urgent message icon

= All messages (read or unread) are deleted after 120 days.

To access the Unread Messages page, do one of the following.

= Click Messages in the Welcome Center and select a particular message
from the Messages supermenu. Unread messages are displayed in bold.

= Click Unread Messages in the I want to menu of any other page on the
Messages page.

= Click a message in the Unread Messages module on the Home page
sidebar.
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The Unread Messages page appears.

= Print ) Help

Messages

Unread Messages All Messages E| Iwant to v

% Sent % Subject Category

8/1/2016 12:00:00 am CDT Personal Financial Manager Now Available! Broadcast Message

| Delete Selected Messages |

The Unread Messages page appears by default if you have any unread messages.

Accessing the Messages Inbox

The All Messages page displays all read and unread messages sent to you
within the past 120 days, and any message replies that you have sent. The
system automatically removes any message older than 120 days.

= Theicon % indicates a message that has an attachment.

= The icon * indicates a message that is a reply that you sent.

= The urgent message icon ! in the Subject column indicates that a
message requires your immediate attention.

To access the All Messages page, do the following.

1. Click Messages in the Welcome Center and then click View All
Messages from the Messages supermenu, or click Go To Inbox in the
I want to menu on any Messages page.

All Messages E| | want to v

&)

Category Go To Inbox

Security Relatr View Unread
Messages

View Sent
Messages

[

ecurity Relat

ure Messa Contact Us

[
it}
[}
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The All Messages page appears.

2. Click a link in the Subject column to view a message.

=5 Print € Help

Messages

Note: &l messages will be delsted sfter 120 days

All Messages All Messages E‘ | want to v

[ ¥+ Sents Subject Category
11/16/2016 10:19:49 am CST Passcode Changed! Security Related Message

]

[ 11/15/2016 10:34:04 am CST General Account Information
| 9/12/2016 10:54:58 am COT Passcode Changed! Security Related Message
] 9/12/2016 10:54:32 am COT External Transfer Account Request Approved Secure Message

] 8/1/2016 12:00:00 am CDT Personal Financial Manager Now Available! Broadcast Message

Delete Selected Messages

Accessing Sent Messages

The Sent Messages page displays all messages and service requests that you
sent to the financial institution in the last 120 days. After 120 days, all
messages will be deleted. The Sent column indicates the date and time of the
most recent message in a message history.

To access the Sent Messages page, do the following.

1. Click View Sent Messages in the I want to menu on any Messages
page.

All Messages E| | want to v

Category Go To Inbox

Security Relat View Unread
Messages
General Accol
View Sent
urity Relat| Messages {tﬂ}

[
i
[}

Secure Messg ContactUs

The Sent Messages page appears.
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2. Click a link in the Subject column to view a message.

= Print € Help

Note: All messages be deleted after 120 days.
Sent MGSSSQES All Messages E| Iwant to v
L) Sent+ Subject Category
11/17/2016 9:27:57 am CST Change Contact Info 4 Email Address Change
hal /2016 103 oS . s
a4 11/15/2016 10:34:04 am CST RE: Existing account access removed Secure Message

10/17/2016 1:59:29 pm COT Stop Payment Request Stop Payment Request

10/10/2016 3:40:15 pm COT Change Contact Info - Evening # Address Change

Delete Selected Messages

Sending New Messages

You can send a secure message to the financial institution in any of the
following ways.

=  The New Messages button on the Messages supermenu.

=  The Send a Secure Message link in the Contact Us section of the
Services & Settings page.

= The Send a Secure File link on the Services & Settings page if the
financial institution offers the service.

= Any of several links on the Services & Settings page, such as Stop check
payment, Reorder checks, or Request documents.

= The Send a Secure Message to <financial institution name> link on
any error page.

If your financial institution allows file uploads, you can send attachments with
your messages.

To send a secure message, do the following.
1. Use one of the methods listed above to start your secure message.
The Send a Message page appears.

2. In the Regarding list, select the account that you are inquiring about, or
select Other if it concerns some other issue. This field is required.

3. In the Category list, select the message type. This field is required and
helps the system transmit the message to the responsible OLB Support
representative at the financial institution.

ONLINE BANKING BASIC SERVICES USER’S GUIDE
Confidential and proprietary to Apiture October 2018



Chapter 7: Messages 231 I

4. In the Subject box, type a few words to identify your message. This field
is required and has a maximum length of 40 characters.

5. In the Message box, type your message. Do not include your passcode in
the message; OLB Support does not need it to help you.

6. To attach a file to the message before sending (if your financial institution
offers this service), do the following.

+ Drag a file from another window and drop it in the attachment area
below the Message box.

- OR -
+ Click browse to find and attach the file to the message.

You can attach a file of up to 5 MB. Some file types are not allowed. If you
have secure file transfer privileges, the maximum file size is 20 MB. Any
attached files are listed at the bottom of the page.

7. Click Send Message.

@ Help
Messages
Send A Message 1
Regarding | My Checking Checking *0058
Category: | About a Transactien
Subject | Why do some transactions say UNPOSTED?

Message Some transactions in my activity list say "UNPOSTED'

. 0 I |

What does this mean? | am attaching an image file showing what | am seeing.

browse

Attachment:

[ account_info jpg \ n

The Secure Message Sent page appears. You have successfully sent a secure
message to the financial institution.
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Viewing Messages

To view a message from the Unread Messages page, the Sent Messages page,
or from the All Messages page, click the subject line of the message. If the
message is part of an existing message history, all previous messages appear
at the bottom of the page.

To read a message, do the following.

1. In the Subject column, click the message link you want to read.

=5 Print €9 Help
Messages
Note: All messages will be deleted after 120 days.
All Mesgages All Messages E‘ I want to v
O % Sent < Subject Category
] 11/16/2016 10:19:49 am CST Passcode Changed! Security Related Message
Y 11/15/2016 10:34:04 am CST New Check Policy General Account Information
] 9/12/2016 10:54:59 am CDT Passcode Changed! / Security Related Message
= 9/12/2016 10:54:32 am CDT C External Transfer Account Regquest Approved ) Secure Message
] 8/1/2016 12:00:00 am COT Personal Financial Manager Now Available! Broadcast Message
: Delete Selected Messages

The Message Detail page appears.
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2. View the message.

= Print € Help
Message Detail
* Toreply to this message, click "Reply”
o Todelete this message, click "Delete Message"
Subject: 1 External Transfer Account Request Approved I want to~

& Vou received this [URGENT message

Category: Secure Message
Date: 9/12/2016 10:54 am CDT

The following reguest to add an external transfer account has besn approved. You may now begin using this account for scheduling transfers.

nstitution Name: Bank of Test
nstitution Routing # 031100102
Account # 50000456
Account Type: External Checking
Aeccount Usage: Personal Account
Account Owner Name: Jane Doe
Account Mickname: Other Ext Checking

Transfer Processing Method: Scheduled at least 1 business day in advance of the Scheduled Transfer Date

Transfer To: Yes (Limit: $1,000.00)
Transfer From: Yes (Limit: $500.00)

Click here to Schedule a Transfer.

Please contact Any Institution if you have any questions

You have successfully accessed the message.

3. If your financial institution sent an attachment,
to open or download the attached file.

click the attachment link

= Print € Help
Message Detail
* Toreply to this message, click "Reply”
o To delate this message, click "Delets Message’
Subject: ©© New Check Policy I want to~

& Vou received this [URGENT message

Category: General Account Information
Date: 11/15/2016 10:34 am CST

Dear Customer: Please see the attached document for important changes to our check policies. Thank you, Any Institution
Any Institution Check Policy 11-16.pdf 4—

Your browser’s download dialog box opens.
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4. Select the Save option in the dialog box.

ra ™
Cpening Any Institution Check Policy 11-16.pdf ﬂ

You have chosen to open:
'@ Any Institution Check Policy 11-16.pdf

which is: Adobe Acrobat Document (96.8 KB)
from: blob:

What should Firefox do with this file?

Adobe Reader hd

—+ () Save File

7] Do this automatically for files like this from now on.

| ok || concel |

L A

5. In the Save dialog box, specify a folder to download to and then click
Save.

r ™
@ Enter name of file to save to.. M

@Qv| 4 » User, Test » Downloads » - |&, || Search Downloads p|

Organize v New folder == - (7]

A& User, Test o MName Date modified
. .android
| AppData Mo iterns match your search.

@ Application Data |
i Contacts

@) Cookies

@) Creative Cloud Files
i Desktop

m

| Documents

4 Downloads —
. Email

ir Favorites hd

TFCnmnatCache

File name: [

Save as type: | Adobe Acrobat Document (% pdf) v]

= Hide Folders — (| e |)| conca |

w

The file is downloaded to your computer. You have successfully
downloaded the attachment.
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Replying to a Message

You can reply to a message from the Message Detail page. The original or
previous message(s) will be included in the reply in the Message History
section. You can reply to broadcast and system-generated messages in
addition to direct communication from the financial institution.

To reply to a message, do the following.

1. On the Message Detail page, click Reply.

&= Print € Help
Message Detail
* Toreply to this message, click "Reply”
 To delete this message, click "Delete Message"
Subject: 1 External Transfer Account Request Approved I want to~

& Vou received this [URGENT message

Category: Secure Message
Date: 9/12/2016 10:54 am CDT

The following reguest to add an external transfer account has been approved. You may now begin using this account for scheduling transfers.

nstitution Name: Bank of Test

n Routing # 031100102
00456

rnal Checking
nal Account

nstit

Account #:
Account Type:
Account Usage
- Jane Doe

her Ext Checking

Account Owner Na

Account Nickna

Transfer Processing Method: Scheduled atleast 1 business day in advance of the Scheduled Transfer Date

Transfer To: Yes (Limit: $1,000.00)

Transfer From: Yes (Limit: $500.00)

Click here to Schedule a Transfer.

Please contact Any Institution if you have any questions \
Delete Message | Done

The Reply To A Message page appears.

2. Scroll down to Message History to review the previous related messages
sent or received from the financial institution.

3. In the Message box, type your message. Do not include your passcode in
the message. OLB Support does not need it to help you.
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4. Click Send Message to transmit the message.

© Hep

Messages

Send A Message

Category: Secure Message

Subject: RE: External Transfer Account Request Approved

Message: How do | raise the Transfer To limit?

Drop file here... or browse

Files with the following ext

Send Message

Message History

External Transfer Account Request Approved

The fallowing request to add an external transfer account has been aporoved. You may now begin using this account for scheduling transfers.

Institution Name: Bank of Test

Institution Reuting # 031100102

Account # 90000456

Account Type: External Checking

Account Usage: Personal Account

Account Qwner Name: Jane Doe

Account Nickname: Other Ext Checking

Transfer Processing Method: Scheduled at least 1 business day in advance of the Scheduled Transfer Date,

Transfer To: Yes (Limit: $1,000.00)
Transfer From: Yes (Limit: $500.00)

Click here to Schedule a Transfer.

Please contact Any Institution if you have any questions.

& You received this message - 9/72/2075 10:54 am CDT

You have successfully replied to a message.

Deleting Messages

You can delete unwanted messages from the system at any time.

Note

The system automatically deletes all messages older than 120 days.
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There are several ways to delete a message.

= Open the message, then click Delete Message at the bottom of the page.

Message Detail

® Toreply to this message, click ‘Reply”

* To delete this message, click "Delete Message’

Subject: ©© External Transfer Account Request Approved

&= Print € Help

Iwantto~

& You received this [URGENT message

Category: Secure Message
Date: 9/12/2016 10:54 am CDT

nstitution Name: Bank of Test
nstitution Routing # 031100102

Account # 90000456

Account Type: External Checking

Account Usage: Personal Account

Account Owner Name: Jane Doe

Account Nickname: Other Ext Checking

Transfer Processing Method: Scheduled at least 1 business day in advance of the Scheduled Transfer Date

Transfer To: Yes (Limit: $1,000.00)
Transfer From: Yes (Limit: $500.00)

Click here to Schedule a Transfer.

Please contact Any Institution if you have any questions

The following request to add an external transfer account has been approved. You may now begin using this account for scheduling transfers

—> Delete Message Done m

A confirmation page appears briefly on the page, then the Messages Inbox

appears. The message is immediately deleted.

= Or, select the check box next to the message(s) you want to delete on the
Unread Messages, All Messages, or Sent Messages pages. You can use the
check box in the header row to select all messages for deletion. Then click

Delete Selected Messages.

Messages

Note: Al messages will be delsted after 120 days

All Messages

= Print €9 Help

E‘ I want to v

All Messages

[ %% Sems Subject

a 11/16/2016 10:19:49 am CST Passcode Changed!

Y 11/15/2016 10:34:04 am CST New Check Policy
—-» B 9/12/2016 10:54:59 am COT Passcode Changed!

9/12/2016 7

0:54:32am CDT External Transfer Account Request Approved

8/1/2016 12:00:00 am CDT Personal Financial Manager Now Available!

Category
Security Related Message
General Account Information
Security Related Message
Secure Message

Broadcast Message

—» G Delete Selected Messages D
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The confirmation page appears.

You can click a message link on the confirmation page to verify that it is
the message you want to delete. Click Delete to delete the listed
message(s).

&= Print € Help

Messages

Delete the Following Messages?

Sent Subjest
09/12/16 Passcode Changed!
=

A page confirming the deletion appears briefly. The message(s) you
selected are immediately deleted.

You have successfully deleted the message(s).

Frequently Asked Questions
Q: Why is secure messaging necessary?

A: The information you are sending is sensitive. A secure message ensures
that your information will stay confidential. However, never send your
passcode. OLB Support does not need it to help you.

Q: How do I read a message from my financial institution?

A: Click Messages in the Welcome Center, and then click View All Messages
in the Messages supermenu. On the All Messages page, click the Subject link
of the message you wish to read in the list.

Q: How do I send a secure message?

A: Click Messages in the Welcome Center, and then click New Message in
the Messages supermenu.

Q: What is the number in red circle next to the Messages header?

A: The number in the Messages header in the Welcome Center shows how
many unread messages you have.
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What’s in this Chapter

This chapter covers the Notify Me Alerts feature, and describes how to set up
and edit various types of notifications and their delivery methods.

Introduction

The Notify Me Alerts feature allows you to easily monitor your online account
activity, balances, online messages and account security by opting-in to
receive automatic notifications. With reliable, timely notifications, you can
better manage your accounts by avoiding unnecessary service charges,
ensuring transactions are processed, and monitoring unusual activity on your
accounts.

Alert Types

The system provides three types of alerts.

= Account Activity alerts - Notification when specific types of activity

have occurred on an account, or have exceeded thresholds that you have
set.

= Messaging alerts - Notification when various types of messages are sent
to your online inbox, or there has been a change to your online service
privileges.

= Security alerts - Notification when security-related changes have been
made, or when certain banking operations have completed—e.g., a bill
payment has been made.

Navigating the Notify Me Alerts Page

To access Notify Me Alerts options, do the following.
1. Click Alerts in the Welcome Center.

2. Click Settings in the Alerts supermenu.
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The Notify Me Alerts page appears.

Notify Me Alerts

email and text alerts.

Contact Information for Alerts

The Notify Me Alerts feature allows you to receive email and text notifications of important account related, security related activities and messages. Click here for important information about managing your

O Help

Iwanttov

Primary Email Address: johndoe@example.com

Mobile Phone: 302-456-1234

* Carrier charges may apply

Secondary Email Address: johndoe2@example.com

Enroll to receive text alerts*

Account Activity Alerts Messaging Alerts Security Alerts

Click the "Enroll to receive text alerts” link above if you wish to receive text alerts on your mobile device. A text message containing a registration code will be sent to your
mobile device® . Please enter the registration code provided in the message on the next screen to successfully enroll for text alerts.

| want to v

Account Activity Alerts

with my balance

if account is overdrawn

if balance is higher than.

if balance is lower than...

if a check # clears

for deposits mere than..

for transactions more than...

when account document is available

when account statement is available

You can elect to be notitied whenever any of the following activity occurs on the selected accounts. Click here for a definition of each alert.

Choose "Edit Account Activity Alerts” from the Actions menu on this header to set alerts and their delivery metheds for one or more accounts
accounts choose "Edit" from the "l want to..." Actions menu located on the row with each alert type.

# of Accounts Selected

Not Set

1 Account

Not Set

2 Accounts

Not Set

1 Account

Not Set

1 Account

1 Account

To set an alert for one or more

I want to v

Iwantto v

Iwantto v

I want to v

I want to v

Iwantto v

I want to v

I want to v

Iwantto v

Actions
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You can navigate to other related pages using the Alerts supermenu.

Contact Us Messages ~ @ Alerts ~

Mov 17  External Account Request
Submitted - Validation
Required

I Mov 17  Security question I|

changed

¢ <alert name> - View the specific alert. If no notifications were sent
since your last login, this area of the supermenu reads “No recent
alerts. Set up new alerts to keep on top of your account activity.”

¢ Settings - Click to see the Notify Me Alerts main page.
+ View All Alerts - Click for a list of notifications that have been sent.
3. View and edit information displayed on the page.

The Contact Information for Alerts section at the top of the page
shows how alerts can be sent to you. Your primary email address is always
shown. When you have entered a secondary email address or mobile
phone number, they are also shown.

Editing contact information—including enrolling a mobile phone number—
is covered in Chapter 9, under Changing Your Contact Information.

Below the Contact Information section is a section with three sub-tabs:
Account Activity Alerts, Messaging Alerts, and Security Alerts.
Select a sub-tab to list the available alerts of that type and access their
editing options.

+ Account Activity Alert editing options - Edit all alerts on all
accounts at once using the Edit Account Activity Alerts action from
the I want to menu in the sub-tab header. To edit individual alerts, use
the links in the sub-tab’s # of Accounts Selected column or the Edit
action in an alert’s I want to menu.

+ Messaging Alert editing options - Edit delivery modes for all
messaging alerts by clicking Edit Messaging Alerts in the Messaging
Alerts sub-tab I want to menu.
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¢ Security Alert editing options - Edit delivery modes and other
settings for all security alerts by clicking Edit Security Alerts in the
Security Alerts sub-tab I want to menu.

Setting Up Delivery Modes

Delivery modes are the ways in which Notify Me Alert notifications can be sent
to you. The following delivery modes are supported.

= Primary email address (default)
= Secondary email address (optional)

= Mobile phone number (optional; available only with financial institutions
that offer SMS text messaging service)

You should set up the delivery modes you may want to use before editing your
alerts. Once you have entered your email address(es) and mobile phone
number, as applicable, you can select them as delivery modes for alert
notifications.

On the Notify Me Alerts page, you can click Change Contact Information in
the Contact Information for Alerts section I want to menu, or go to the
update page under Services & Settings. Refer to Changing Your Contact
Information in Chapter 9 for detailed information on editing email addresses
and entering/enrolling a mobile phone number.

Setting Up Account Activity Alerts

Account Activity alerts notify you of online account activity and balances. This
feature allows you to avoid unnecessary service charges, ensure transactions
are processed, and be notified of unusual activity on your accounts.

The lower part of the Account Activity Alert edit page lists your accounts and
the current settings for this alert on each account.

“Not set” under Delivery Mode indicates that the alert is not active for that
account. Otherwise, the email address(es)/mobile phone number shown
under Delivery Mode indicate that the alert is active and show where the
notifications are being sent for each account. Option settings, if any, are listed
to the left of the delivery modes.

You can edit your alert settings at any time. The changes take effect
immediately. Account activity alert notifications are sent at the end of the day.
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Notes

= Account Activity alerts can also be viewed and set up on an
account-by-account basis on the Accounts page, in the
ALERTS sub-tab. Refer to Setting Account Alerts in Chapter 4
for details.

= Account Activity alerts are not the same as My Spending
alerts. For details on My Spending alerts, refer to Using
Spending Alerts and Updates in Chapter 6.

To set up Account Activity alerts, do the following.
1. Click the Alerts header in the Welcome Center.
2. Click Settings in the Alerts supermenu.

The Notify Me Alerts page appears. The Account Activity Alerts sub-tab
appears by default, showing the available alerts and indicating which
ones, if any, are currently set.

3. Click Edit Account Activity Alerts from the I want to menu in the
sub-tab header.

The Accounts selection page appears, showing all accounts.

4. Use the check boxes to select the accounts on which to edit alerts, then
click Edit Alert on Selected Accounts.

O Hep
Notify Me Alerts
Accounts Selection
Select the account(s) for which you wish to edit the alerts and click the "Edit Alert on Selected Accounts’ button.
Click "Cancel" to return to the previous page.
Select Account Name Account Type Account #
My Checking Checking *0058
My Savings Savings *0056
] 0ld Savings Regular Savings *5381
] My IRA IRA *7650
] My CD cD *8817
) My Loan Consumer Loan *0653 /
] My Credit Card Credit Card *4389
Cheok AL | ncheok A it AlrtanSeletodpccrta | ance |
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The Edit Account Activity Alert page appears.

Notify Me Alerts

Edit Account Activity Alert

Add or edit your account activity alerts. Select your preferred delivery method for receiving each of the Account Activity alerts. Click “Submit” to

pracess your request or ‘Cancel’ to return to the previous page.

Select Account Activity

Selected Account: My Checking*0058
Alert

with my balance

Notify me  daily El of the balance in account My
Checking:*0058

if account is overdrawn
Notify me when the balance is below $0.00 in account My Checking:*0058
when account statement is available

Notify me when a new statement is available for viewing for account My
Checking:*0058.

when account document is available

when account statement is available

Notify me when a new statement is available for viewing for account My
Checking:*0058.

when account document is available

Notify me when a new document is available for viewing for account My
Checking:*0058.

if balance is higher than...

Notify me when the balance is greater than $ in account My
Checking:*0058

if balance is lower than...

Notify me when the balance is less than $ 4500.00 in account My
Checking:*0058

if a check # clears

Notify me when check(s) # clear account My
Checking:*0058

for deposits more than...

Notify me when a deposit over § 200.00 is made in account My
Checking:*0058

for transactions more than...

Notify me when a transaction over § 500.00 clears the account My
Checking:*0058

Selected Account: My Savings:*0056

Alert

Sendto

[Cjohndoe@example.com (Primary email)
[Cjehndoe2@example.com (Secondary email)
302-456-1234 (Mobile)

ohndoe(@example.com (Primary email)
ohndoe2@example.com (Secondary email)
302-456-1234 (Mobile)

You are OPTED IN for y
Jjohndoe@example.com (Primary email)
johndoe2@example.com (Secondary email)
302-456-1234 (Mobile)

To set up this alert go to the Notify Me Alerts

main page and select Edit from the Action

menu for the Online Statement Available. On
the following page you can opt-in your
accounts for e-Delivery as desired

ronic on

fou are OPTED IN for

jjohndoe@example.com (Primary email)

ronic only

You are OPTED IN for y
Jjohndoe@example.com (Primary email)
johndoe2@example.com (Secondary email)
302-456-1234 (Mobile)

To set up this alert go to the Notify Me Alerts

main page and select Edit from the Action

menu for the Online Statement Available. On
the following page you can opt-in your
accounts for e-Delivery as desired

ronic on

fou are OPTED IN for

johndoe@example.com (Primary email)

ronic only

johndoe2@example.com (Secondary email)
302-456-1234 (Mobile)
To set up this alert go to the Notify Me Alerts
main page and select Edit from the Action
menu for the Electronic Account Document
Available alert. On the following page you can
opt-in your accounts for e-Delivery as desired

[Cjohndoe@example.com (Primary email)
[Tjohndoe2@example.com (Secondary email)
302-456-1234 (Mobile)

[“johndoe@example.com (Primary email)
[Cjohndoe2@example.com (Secondary email)
302-456-1234 (Mobile)

[Cjohndoe@example.com (Primary email)
[Cjohndoe2@example.com (Secondary email)
302-456-1234 (Mobile)

[“ljohndoe@example.com (Primary email)
[Tjohndoe2@example.com (Secondary email)
302-456-1234 (Mobile)

[“johndoe@example.com (Primary email)
[Cjohndoe2@example.com (Secondary email)
302-456-1234 (Mobile)

Sendto

€ Help

i
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This page provides a separate Select Account Activity section for each of
the accounts you selected. In each section, all possible Account Activity
alerts are listed, and for each alert, your available delivery modes. If you
have already set up some alerts, they show the delivery modes you
selected in the Send to column, as well as any other settings, such as an
amount, that you have specified for them.

5. For each account, use the check boxes in the Send to column to select
delivery modes for the alerts you want to receive, or remove delivery
modes for the ones you do not want.

Note

The Account Statement and Account Document alerts, when
available, are an exception. To select delivery modes for these
alerts, select Edit from the I want to menu for the individual
alert on the main Notify Me Alerts page. Refer to Setting Up
Statement and Document Alerts for details.

6. For each alert that has at least one delivery mode selected, other than
those with no parameter, set the alert’s parameter.

For dollar amounts, use the format <dddddd>.<cc>, where d=dollars,
c=cents; for example, 0.99, 100.00, 99.50.

Account Activity Alerts

Alert Description

with my balance = Receive a notification at regular intervals
containing the amount of the current
account balance.

= Select a frequency for the alert: daily,
weekly, biweekly, or monthly.

if account is Receive a notification when the account has
overdrawn been overdrawn. (no parameter setting)
if balance is higher = Receive a notification when the account’s
than... balance is above the specified amount.

The balance information is based on the
account’s current (ledger) balance.

m Enter a balance amount.
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Account Activity Alerts (cont.)

Alert

Description

if balance is lower
than...

if a check # clears

for deposits more
than...

for transactions more
than...

when account
statement is available

when account
document is available

= Receive a notification when the account’s
balance is below the specified amount.
The balance information is based on the
account’s current (ledger) balance.

= Enter a balance amount.

= Receive a notification when the specified
checks clear on the selected account.

= Enter an individual check humber (for
example, 101; several check numbers (for
example, 101, 102, 103); or a range of

numbers (for example, 103-4, 1100-200).

m Receive a notification when one or more
deposits over a specified amount are
made on the account.

= Enter a deposit amount.

m Receive a notification when one or more
transactions over the specified amount
are made on the account.

= Enter a transaction amount.

Receive a notification when the current
statement for an account has become
available for viewing online. (no parameter
setting)

Receive a notification when an electronic
document has become available for viewing
online. For some institutions, this may
include the current statement for an
account. (no parameter setting)
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Account Activity Alerts (cont.)

Alert Description
when a wire is = Receive a notification when an incoming
incoming wire transfer has arrived on the account.
(no parameter setting)
= Available only to customers with Incoming
Wire Transfer privileges.
when an outgoing = Receive a notification when processing
wire transfer is information for a submitted wire transfer
confirmed has arrived. (no parameter setting)

= Available only to customers with Outgoing

Wire Transfer privileges.

7. To change a balance amount, check number, deposit amount, or
transaction amount, enter a value in the text box. To cancel a notification,

clear all the check boxes in an alert’s Send to section.

8. Click Submit to save your changes.

if balance is higher than...

Notify me when the balance is greater than § in account My
Savings:*0056

if balance is lower than...

Notify me when the balance is less than § in account My
Savings:*0056

if a check # clears

Notify me when check(s) # clear account My
Savings:*0056

for deposits more than...

Notify me when a deposit over § is made in account My
Savings:*0056

for transactions more than...

Notify me when a transaction over $ clears the account My
Savings:*0056

302-456-1234 (Mobile)

To set up this alert go to the Notify Me Alerts
main page and select Edit from the Action
menu for the Electronic Account Document
Available alert. On the following page you can
opt-in your accounts for e-Delivery as desired

[Ciohndos@example.com (Primary email)
[Cliohndoe2@example.com (Secondary email)
302-456-1234 (Mobile)

[Cliohndos@example.com (Primary email)
[Cliohndoe2@example.com (Secondary email)
302-456-1234 (Mobile)

[Cliohndoe@example.com (Primary email)
[Ciohndoe2@example.com (Secondary email)
302-456-1234 [Mobile)

[Cliohndoe@example.com (Primary email)
[Ciohndoe2@example.com (Secondary email)
302-456-1234 (Mobile)

[Cliohndoe@example.com (Primary email)

[Ciohndoe2@example com (Segbndary email)
302-456-1234 (Mobile)

m
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A confirmation screen appears briefly, and then the Notify Me Alerts page
appears with the Account Activity Alerts list showing the number of

accounts that have alerts set.

Notify Me Alerts

email and text alerts.

Contact Information for Alerts

The Notify Me Alerts festure allows you to receive email and text notifications of important account related, security related activities and messages. Click here for important information about managing your

O Hep

| want to v

Mobile Phone: 302-456-1234 Enroll to receive text alerts*

* Carrier charges may apply.

Account Activity Alerts Messaging Alerts Security Alerts

Primary Email Address: johndoe@example.com  Secondary Email Address: johndoe2@example.com

Click the "Enroll o receive text alerts” link above if you wish to receive text alerts on your mobile device. A text message containing a registration code will be sent to your
mobile device* . Please enter the registration code provided in the message on the next screen to successfully enrcll for text alerts

lwanttov

Account Activity Alerts

with my balance

if account is overdrawn

if balance is higher than.

if balance is lower than.

if a check # clears

for deposits more than...

for transactions more than.

when account document is available

when account statement is available

You can elect to be notitied whenever any of the following activity occurs on the selected accounts. Click here for a definition of each alert

Choose "Edit Account Activity Alerts" from the Actions menu on this header to set alerts and their delivery methods for one or more accounts
accounts choose "Edit" from the ‘| want to..." Actions menu located on the row with each alert type

# of Accounts Selected

Not Set

1 Account

Not Set

2 Accounts

Not Set

1 Account

Not Set

2 Accounts

To set an alert for one or mare

| want to v

| want to v

I want to v

| want to v

| want to v

I want to v

| want to v

| want to v

I want to v

Actions
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Setting Up Statement and Document Alerts

The process for setting up delivery modes for e-statement and e-document
alerts is different from other Account Activity alerts. These alerts—for
institutions that offer the e-statement and/or e-document services—must be
set up by editing them individually. On the lower part of the Account Activity
Alert edit page, select Edit from the I want to menu for the individual alert.

Account Activity Alerts Messaging Alerts Security Alerts I want to~
You can elect to be notified whenever any of the following activity occurs on the selected accounts. Click here for a definition of each alert.
Choose "Edit Account Activity Alerts” from the Actions menu on this header to set alerts and their delivery methods for one or more accounts. To set an alert for one or more
accounts choose "Edit" from the 'l want to..." Actions menu located on the row with each alert type

Account Activity Alerts # of Accounts Selected Actions

with my balance Not Set I want to v

if account is overdrawn 1 Account | want to v

if balance is higher than... Not Set | want to v

if balance is lower than.. 2 Accounts | want to v

if a check # clears Not Set | want to v

for deposits mere than... 1 Account | want to v

for transactions more than... 1 Account | want to v

when account document is available 1 Account | want to v

when account statement is available 1 Account Edit{b

This opens the edit page for the alert. The edit pages for the Account
Statement Now Available and Account Document Now Available alerts have
essentially the same features.
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@ Help
Notify Me Alerts

when account document is available Alert

Notify me when online documents become available for the account(s) selected below.

Send alertto: || johndoe@example.com (Primary email)
[7] johndoe2@example.com (Secondary email)
302-456-1234 (Mobile) Enroll to receive text alerts*
Select the account(s) for which you would want the alert to be delivered. Click "Submit” to process your request
* Click the "Enroll to receive text alerts” link above if you wish to receive text alerts from us on your mobile device. A text message containing & registration
code will be sent to the mobile device. Please enter the registration code provided in the message on the next screen to enroll for receiving text alerts

Carrier charges may apply

View e-Delivery Settings

Select  Account Account e Delivery Status  Delivery Mode
] My Checking Checking m:‘ Not Set
*0058

My Savings Savings *0056 |:m Not Set
My Loan Consumer Loan |:m Not Set

*0653
My CD CD *8817 |:m Not Set
= My IRA IRA *7650 m:‘ johndoe@example.com (Primary email)

0ld Savings Regular |:m Not Set

Savings *6381

My Credit Card Credit Card |:m Not Set
*4389
Check All m Opt In For ALL Accounts

The e-Delivery Status column indicates whether you have opted in to
electronic-only delivery of documents or statements for each account. For
opted-in accounts (e-Delivery Status ON), the delivery mode(s) currently
selected are shown.

To update delivery mode for an opted-in account, do the following.

1. Select or clear check boxes for the delivery mode(s) at the top of the page
as needed. Your primary email address is selected by default and cannot

be deselected.

2. Select the account(s) to which the selected delivery modes should apply.
You can use the Check All or Uncheck All buttons to select or deselect

all available accounts at once.
3. Click Submit.

A message noting the change appears briefly. Then you return to the main

Notify Me Alerts page.
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If you want to set up alerts for accounts that are not yet set up for
electronic-only delivery, you can opt in starting from the alert edit page. Click
the NO indicator to go to the opt-in page for that account. Or click Opt in For
ALL Accounts to request e-delivery for all your accounts. In either case, an
Accounts page appears, displaying a disclosure that must be accepted.

Refer to Account Statements with Electronic-only Delivery for more on
opting-in to electronic only delivery of statements and documents.

Setting Up Messaging and Security Alerts

Setting up Messaging alerts and Security alerts is almost the same as Account
Activity alerts, except that there is no need to select accounts.

1. Select the appropriate sub-tab on the Notify Me Alerts page.
¢ The Messaging Alerts sub-tab looks like this.

Account Activity Alerts Messaging Alerts Security Alerts | want o
You can elect to be notified whenever any of the following messages are sent to your online inbox (i.e. messages accessed under the "Messages" tab)

Choose "Edit Messaging Alerts” from the Actions menu on this header to changes to your current delivery mode for any of the message categories
Notify Me When: Current Delivery Mode:
Any new message is sent to my online inbox johndoe@example.com (Primary email)
A secure message is sent to my online inbox Mot Set
A transaction-related message is sent to my online inbox Mot Set

A new online service privilege has been granted or removed Mot Set

A broadeast message is sent to my online inbox Mot Set

Advanced Transfers Summary is ready johndoe@example.com (Primary email)

- . .
¢ The Security Alerts sub-tab looks like this.
Iwantto™

Account Activity Alerts Messaging Alerts Security Alerts

All mandatory Security alerts are delivered to your primary email address. You can also elect to be netified at a secondary email address and/er mebile device.

Choose "Edit Security Alerts” from the Actions menu on this header to make changes to your current delivery mode for any of the security alert categories described below.

Notify Me When: Current Delivery Mode:

Login is successful Not Set

A security-related change is made johndoe@example.com (Primary email)

Online transfer is processed johndoe@example.com (Primary email)

External transfer is processed johndoe@example.com (Primary email)

New external transfer account request submitted johndoe@example.com (Primary email)

The alert “A security-related change is made” always appears. You see
other alerts only when you have corresponding Online Banking
services.
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2. Click Edit Messaging Alerts or Edit Security Alerts in the I want to
menu of either sub-tab to go to the editing page for the selected alert
type. For Messaging Alerts, the page looks like this.

@ Help
Alert Notification Options

Contact Information for Alerts Iwanttov

Primary Email Address: johndce@example.com  Secondary Email Address: johndoe2@example.com

Mobile Phone: 302-456-1234 Enroll to receive text alerts*
Click the "Enroll to receive text alerts” link above if you wish to receive text alerts on your mobile device. A text message containing a registration code will be sent to your
mobile device* . Please enter the registration code provided in the message on the next screen to successfully enroll for text alerts

* Carrier charges may apply.

Messaging Alerts

You can elect to be notified whenever any of the following messages are sent to your online inbox (i.e. messages accessed under the "Messages" tab)

Select your preferences and click "Save” to process your request. Click "Cancel” to return to the previous page.

Notify Me When Current Delivery Mode:

Any new message is sent to my online inbox johndoe@examp\e.com (Primary email)
[Cljohndoe2@example.com (Secondary email)
302-456-1234 (Mobile)

A secure message is sent to my online inbox [[ljohndoe@example.com (Primary email)
[[ljohndoe2@example.com (Secondary email)
302-456-1234 (Mobile)

A transaction-related message is sent te my online inbox [[jchndoe@example.com (Primary email)

[[ljohndoe2@example.com (Secondary email)
302-456-1234 (Mobile)

A new online service privilege has been granted or removed [Cjohndoe@example.com (Primary email)
[“ljohndoe2@example com (Secondary email)
302-456-1234 (Mobile)

A broadcast message is sent to my online inbox [[ljohndoe@example.com (Primary email)
[Cljohndoe2@example.com (Secondary email)
302-456-1234 (Mobile)

Advanced Transfers Summary is ready johndoe@example.com (Primary email)
[[ljohndoe2@example.com (Secondary email)
302-456-1234 (Mobile)

Save | Cancel

3. On the editing page, select delivery mode(s) to indicate where the desired
alerts should be sent.

Note

Most Security alerts are not optional. They have the primary
email address selected as a delivery mode by default, and it
cannot be removed.
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4. In the case of Security alerts, as illustrated below, some alerts take a
parameter value. Change the system default value if necessary.

5. Click Save to save the changes.

€ Help
Alert Notification Options

Contact Information for Alerts I want to v

Primary Email Address: johndce@example.com  Secondary Email Address: johndoe2@example.com

Mobile Phone: 302-456-1234 Enroll to receive text alerts*
Click the "Enroll to receive text alerts” link above if you wish to receive text alerts on your mobile device. A text message containing a registration code will be sent to your
mobile device® . Please enter the registration code provided in the message on the next screen to successfully enroll for text alerts.

* Carrier charges may apply.

Security Alerts

You can elect to be notified at a secondary email address and/or mobile device in addition to your primary email address for any of the following security alerts. Select your
preferences and click "Save” to process your request. Click "Cancel” to return to the previous page

Notify Me When Current Delivery Mode:
Login is successful  ® Anytime [[ljohndoe@example.com (Primary email)
[[johndoe2@example.com (Secondary email)
Between 15 E‘ AM E| 302-456-1234 (Mobile)
and 12 [o] am [|Timeincsn)

A security-related change is made johndoe@example.com (Primary email)

[“ljohndoe2@example.com (Secondary email)
302-456-1234 (Mobile)

Online transfer is processed for amount = § 100.00 johndoe@example.com (Primary email)
[[johndoe2@example.com (Secondary email)
302-456-1234 (Mobile)

External transfer is processed for amount = § 100.00 johndoe@example.com (Primary email)
[[ljohndoe2@example.com (Secondary email)
302-456-1234 (Mobile)

New external transfer account request submitted johndoe@example.com (Primary email)

[[ljohndoe2@example.com (Secondary email)

302-456-1234 (Mobile)
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Editing Account Activity Alerts

Alerts allows you to edit or remove Account Activity alerts at any time. The

changes take effect immediately.

To edit individual Account Activity alerts, do the following.

Note

Account Activity alerts can also be edited individually on the
Accounts page, in the ALERTS sub-tab. Refer to Setting
Account Alerts in Chapter 4 for details.

1. On the Notify Me Alerts page, click Edit in the appropriate alert I want to

menu.

Account Activity Alerts Messaging Alerts Security Alerts

lwanttov

Account Activity Alerts

with my balance

if account is overdrawn

if balance is higher than...

if balance is lower than..

if a check # clears

for deposits more than...

for transactions more than..

when account document is available

when account statement is available

You can elect to be notified whenever any of the following activity occurs on the selected accounts. Click here for a definition of each alert.

# of Accounts Selected

Not Set

1 Account

Not Set

2 Accounts

Edit
Horset

Delete
1 Account

1 Account

1 Account

1 Account

Choose "Edit Account Activity Alerts" from the Actions menu on this header to set alerts and their delivery metheds for one or more accounts. To set an alert for ene or more
accounts choose "Edit" from the "l want to..." Actions menu located on the row with each alert type.

Iwanttowv

Iwanttov

Iwanttowv

I want to v

TWanu v

Iwanttov

Iwant tov

Iwanttov

Actions

The edit page for that alert appears. The current alert settings, if any, for

each account are listed.
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@ Help
Notify Me Alerts

if balance is lower than... Alert

CNUUfy me when a balance is less than § in the account(s) selected below.)

Send alertto: [ johndoe@example.com (Primary email)
[T johndoe2@example.com (Secondary email)
302-456-1234 (Mobile) Enroll to receive text alerts*

Select the account(s) for which you would want the alert to be delivered. Click "Submit” to process your request

* Click the "Enroll to receive text alerts” link above if you wish to receive text alerts from us on your mobile device. A text message containing & registration
code will be sent to the mobile device. Please enter the registration code provided in the message on the next screen to enroll for receiving text alerts

Carrier charges may apply.

Select  Account Balance(< §) Delivery Mode
= y Checking Checking $4,500.00 johndoe@example.com (Primary email)
0058
(] y Savings Savings Not Set
0056
il Dld Savings Regular $3,000.00 johndoe@example.com (Primary email)
Bavings *6381
il y IRA IRA*7650 Not Set
y CD CD *8817 Not Set
y Loan Consumer Loan Not Set
F0653

(=] y Credit Card Credit Not Set
\_/Card *4389
Check Al | Uncheckl

2. Use the Select check boxes to select which accounts the changes should
affect.

Specify delivery mode(s) and, if necessary, a parameter value.
4. Click Submit to make the changes.

A confirmation page flashes on the screen. The Notify Me Alerts page
appears.
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Removing an Account Activity Alert

You can remove or delete your Account Activity alerts at any time. The change
takes effect immediately.

To remove an Account Activity alert, do the following.

1. On the Notify Me Alerts page, click Delete in the I want to menu for the
alert you want to remove.

Account Activity Alerts Messaging Alerts Security Alerts | want to~
You can elect to be notified whenever any of the following activity occurs on the selected accounts. Click here for a definition of each alert.
Choose "Edit Account Activity Alerts" from the Actions menu on this header to set alerts and their delivery methods for one or more accounts. To set an alert for one or more
accounts choose "Edit" from the "l want to..." Actions menu located on the row with each alert type.
Account Activity Alerts # of Accounts Selected Actions
with my balance Not Set Iwant to v
if account is overdrawn 1 Account Iwanttov
if balance is higher than... Not Set Iwantto
if balance is lower than... 2 Accounts Iwant tov
if a check # clears Not Set Edit
Delete
for deposits more than... 1 Account {*_"}de o~
for transactions more than.. 1 Account Iwantto
when account document is available 1 Account Iwanttov
when account statement is available 1 Account Iwanttov

The Delete Alert page appears, with the accounts that currently use the
alert listed and selected.

2. Clear the Select check box for any account from which the alert should
NOT be deleted.
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3. Click Delete Alerts.

© Hep
Notify Me Alerts

Delete if balance is lower than... Alert

‘You have requested to no longer receive alerts when a balance is less than the specified amount in the account(s) selected
below.

Click "Delete Alerts" to confirm you no longer wish to receive these alerts or "Cancel" to cancel this request
Select  Account Balance(< §) Delivery Mode

My Checking Checking $4,500.00 johndoe@example.com (Primary email)
*0058

0ld Savings Regular $3,000.00 johndoe@example.com (Primary email)
Savings *6381

Delete Alerts | 1Zancel

A confirmation page appears briefly, and then the Notify Me Alerts page
appears with the changes.

Note

You can also remove an Account Activity alert by clearing all
Send to boxes for the alert on the Edit Account Activity
Alert page.

Editing Messaging and Security Alerts

You can use the same process to edit Messaging alerts and Security alerts as

you do to set them up, described above (refer to Setting Up Messaging and
Security Alerts).

As noted previously, Security alerts are always sent to the primary email
address, and this cannot be changed. However, you can edit the other
available delivery modes for your Security alerts, and edit the amount
parameters that some Security alerts require.

Enrolling for Text Message Alerts

For financial institutions that offer text messaging notification (SMS alerts),
you can enter the phone number of your mobile device and enroll to receive
alert notifications as text messages.
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If you have not yet entered a mobile number, or have entered one but not
enrolled, you see on-screen messages prompting you to do so. On the Notify
Me Alerts page, under Mobile Phone in the Contact Information for Alerts
section, the message “"Not Set” appears in red to remind you that no mobile
number has been entered. Once a number is on file but not enrolled, an
Enroll to receive text alerts link appears next to the number.

Contact Information for Alerts I want to~

Primary Email Address: johndee@example.com  Secondary Email Address: johndoe2@example.com
Mobile Phone: 302-456-1234 Enrall to receive text alerts* 4—

Click the "Enroll to receive text alerts” link above if you wish to receive text alerts on your mobile device. A text message containing a registration code will be sent to your
mobile device* . Please enter the registration code provided in the message on the next screen to successfully enroll for text alerts.

* Carrier charges may apply.

When you enter or change an email address or mobile number, the Change
Contact Information confirmation page also has an Enroll to receive text
alerts link to let you begin the enrollment process at that point. The link goes
to the Enroll your mobile phone number for text alerts page.

Standard Terms and Conditions about enrolling in text messaging are shown
in the shaded box on this page.

m  Cellular carriers that support Notify Me Alerts via text messaging are
listed.

= You are advised that a cellular carrier may charge message and data rates
for text messaging service. You must be the account holder for the mobile
number given.

= A short code is provided, to which you can text "HELP” for assistance via
text message, or "STOP” to stop receiving ANY Online Banking text
messages.

Note

If you only want to cancel Notify Me Alerts text messages, we
recommend that you edit your Notify Me Alerts settings online
rather than sending a "STOP” command via your mobile phone.

To enroll for text message alerts, do the following.

Note

The enrollment process requires you to enter a registration
code that is texted to your mobile number, so you should have
your mobile device at hand before starting to enroll.
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1. Click the Enroll to receive text alerts link.

The Enroll your mobile phone number for text alerts page appears.

O Help
Services & Settings

Enroll your mobile phone number for text alerts

A text message was sent on 3/8/2016 1:46:09 pm CST te your mobile phone number
302-456-1234.%

Please enter the registration code provided in the message:
Click "Submit' to process your request. Click "Cancel” to return to the previous page.
Click here if you have not received the registration code on your mobile device and would like to
receive a new registration code.
* This service is supported on the following cellular carriers:

AT&T, Sprint, Verizon Wireless, US Cellular®, T-Maobile®, Cellular One Dobson,
Cincinnati Bell, Alltel, Virgin Mobile USA, Cellular South, Unicel, Centennial, Ntelos.

m

* Message and Data Rates May Apply.

By enrolling your mobile phone number for text alerts, you certify that you are the
account holder (or) have the account holder’s permission to do so.

For help or information on these programs, send "HELP" to 49432. For additional
assistance, contact Any Institution at 800-421-1105.

*To cancel your plan, send "STOP" to 49432 anytime.
Message frequency depends on the alert settings.

To cancel your plan, send "STOP" to 49432 anytime.

| have read and agree to the Terms and Conditions.

You should receive a text message from your financial institution on the
mobile device, containing a registration code.

2. In the text box, enter the registration code that was received.

If you did not receive a registration code, you can use the Click here link
provided on this page to request that another code be sent.

3. Click the I have read and agree to the Terms and Conditions check
box.

If a financial institution has its own special agreement, Terms and
Conditions is a link and opens a content file to read.

4. Click Submit to complete enrollment.

The Text Alert Enrollment Confirmation page appears.
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Viewing Alert History

The Online Banking system keeps track of all recent Account Activity,
Messaging and Security alerts that have been sent to you within the last 30

days. To verify whether you have been receiving the alerts you have selected,

you can view this history of recent alerts on the Alert History page.

To view alerts that have been sent to you, do the following.

1. Click Alerts in the Welcome Center and then click View All Alerts from

the Alerts supermenu.

Required

changed

Contact Us Messages ~ @ Alerts ~

Mov 17  External Account Reguest
Submitted - Validation

I Mov 17  Security question

View All Alerts

The Alert History page appears.

For each alert listed, the type of alert, the date and time it was sent, and

where it was sent are given.

Notify Me Alerts

Alert History

Print this page Hel
P P

Alert history lists all the Accaunt Activity, Messaging and Security Alerts that were sent within the last 30 days. Click the Type of Alert'to view the details of the alert.

Type of Alert Sent

Secure Message 11/17/2016 3:59:45 pm CST
(Any new message is sent to my online inbox)

External Account Request Submitted - Validation Required 11/17/2016 3:55:24 pm CST
A security-related change is made 11/17/2016 3:51:29 pm CST

(Security question changed)

A security-related change is made 11/17/2016 9:27:57 am CST
(Secondary email address updated)

A security-related change is made 11/16/2016 10:19:49 am CST
(Passcode changed)

Online transfer is processed 11/15/2016 11:42:31 am CST

Sent to

johndoe@example.com (Primary email address)

johndoe@example.com (Primary email address)
johndoe@example.com (Primary email address)
johndoe@example.com (Primary email address)
johndoe2@example.com (Secondary email address)

johndoe@example.com (Primary email address)

johndoe@example.com (Primary email address)
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2. Review the alert list.
For some alerts, the left column contains a link.

3. Click a Type of Alert link to view details of the alert.
The Alert Details page appears.

The page shows the details of the activity that triggered the alert. Details
can include the following.

+ Date and time when the alert was sent

+ Type of alert triggered

+ Criteria that caused the alert to trigger

¢ Delivery modes by which the alert was sent

4. Click Done to return to the Alert History page, or Settings in the Alerts
supermenu to go back to the Notify Me Alerts page.

O Help
Notify Me Alerts
Alert Details
The details of the activity that triggered the alert are shown below.
Type of Alert Date and Time Sent Sentto
Online transfer is processed 11/15/2016 11:42:31 am CST jehndoe@example.com (Primary email address)
Alert Details
Alert Reason  Online transfer is processed for amount = $100.00
Amount  $3,000.00
Description  add more
Transfer ID 144552826
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SR Services & Settings Page

What’s in this Chapter

This chapter covers a suite of account management tools available on the

Services & Settings page. These tools allow users to manage, and update
their accounts.

Navigating the Services & Settings Page

The Services & Settings page provides a one-stop location to manage your
online accounts. The page contains links to various online services, such as
sending a secure message to your financial institution, changing your
passcode, requesting documentation or transaction items, updating your
contact information, reordering your current checks, and requesting stop
payments.

Note

Your financial institution may not offer all of these features.

To access Services & Settings, do the following.

1. Click All Services & Settings from the Welcome Center drop-down
menu, or just click Contact Us in the Welcome Center.

Welcome John Doe~ | Log Out| ContactUs € Messages v 1 Alerts

Update Nickname

Change Access ID

:nts Tra Change PESSCOdE _

Change Contact Information Last Login: 11/16/16 5t 10:40 AM CST = Print @) Help

Change Security Questions

Ho
All Services & Settings
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The Services & Settings page appears.

Services & Settings

Quick Links - Get the help you need faster

Change passcode Change phone, email or address

Stop check payment View statements & documents

All Services & Settings

Reorder checks

Security Actions Preferences
Stop check payment Transaction categories
Add external transfer account
Validate external transfer account
Modify external transfer processing
method
View statements & documents
Modify account access
Online accounts
Add account

Meodify access & services

Security Settings Display Settings
Change phone, email or address Account nicknames
Change your: Default history configuration
Access 1D Language
Passcode

Security questions
Security code delivery
Request security token

Activate token

Banking Services

Mobile Management
Commercial Mobile Management
Request documents

Reorder checks

Other

Email marketing preference

Personal finance software access

Saving yeur money
tor something special?

[e]e)el Yol

O Hep

Contact Us

. 800-419-8804
Fax 512-493-2500

& Send aSecure Message

Any Institution
11950 Jollyville Rd
Austin, TX 78759

2. Click the link of the service you need. The links are grouped in several

sections.
Quick Links
Link Description
Change passcode Links to some of the most frequently used services

Change phone, email, or
address

Reorder checks
Stop check payment
View statements

View statements & documents

and settings are included in the Quick Links section as
well as in the sections below.
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Link

Security Actions Links

Description

Stop check payment

Request a stop payment of a check, electronic
payment, or recurring draft on your financial
institution. This is not for Online Bill Pay. Refer to
page 267.

Link

Security Settings Links

Description

Change phone, email, or
address

Change your: Access ID

Change your: Passcode

Change your: Security

questions

Security code delivery

Request security token

Activate token

Update your primary or secondary email addresses,
phone numbers, or mailing address so that your
institution can send you notifications and security
codes. Refer to page 272.

For financial institutions that allow access ID editing,
lets you change the access ID you use to log in to the
Online Banking web site. Refer to page 278.

Change the passcode you use to log in to the Online
Banking web site. Refer to page 282.

Change your security verification questions and/or
answers on the system. Refer to page 284.

Change the delivery method by which you can have a
security code sent to you. Refer to page 286.

Request a token or view your security token(s). Refer
to page 286.

Activate your security token. Refer to page 286.

Link

Preferences Links

Description

Transaction categories

ACH batches - items per
page

Set, edit or remove transaction categories. Refer to
page 293.

For commercial users with ACH batch privileges, this
link appears and lets you set the number of batch
items that appear per page when viewing an ACH
batch. Refer to page 303.
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Link

Preferences Links (cont.)

Description

Add external transfer
account

View statements

View statements &
documents

Modify account access

Online accounts: Add
account

Online accounts: Modify
access & services

Enter an external transfer account request. Refer to
page 304.

For financial institutions that offer E-statements but
not E-documents, allows you to receive only the
electronic form of your monthly statement on the
system. The paper form, which is identical to the
electronic form, will no longer be mailed to you. Refer
to page 314.

For financial institutions that offer E-statements and
E-documents, this link appears in place of View
statements. It allows you to receive only the
electronic forms of these documents on the system.
The paper forms, which are identical to the electronic
forms, will no longer be mailed to you. Refer to

page 314.

Add, edit or remove online accounts. Refer to
page 315.

Add a new online account. Refer to page 320.

Set any of your accounts to a “"No View” state. The
account will no longer be viewable online but
balances, histories, and statements, if any, will
continue to process. Refer to page 322.

Link

Display Settings Links

Description

Account nicknames
Default history

configuration

Language

List sorting

Edit your account nicknames. Refer to page 325.

Set the number of recent transactions and the time
range for the transactions seen on the Account Detail
page. Refer to page 327.

For financial institutions that offer multiple language
support, select the language to use for the Online
Banking site. Refer to page 327.

Set how the accounts are sorted on your pages. Refer
to page 328.
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Banking Services Links

Link

Description

Mobile Management

Commercial Mobile
Management

Request documents

Reorder checks

For financial institutions that offer Mobile Manager
mBanking, allows you to enroll for the service and
manage your devices. Refer to page 330.

For financial institutions that offer Mobile Manager
mBanking, allows you to enroll for Commercial
services and manage your devices. Refer to

page 330.

Request copies of statements or checks. Refer to
page 331.

Reorder your current checks from your financial
institution. For security reasons, your checks must
have the same name, address, and style as your last
order. Refer to page 333.

Link

Other Links

Description

Email marketing
preference

Personal finance software
access

Opt-in or opt-out of marketing messages from your
financial institution. Refer to page 334.

For financial institutions that support the Quicken®/
QuickBooks® DirectConnect feature, lets you control
access the software has to your Online Banking data.
Refer to page 335.

Link

Contact Us Links

Description

Send a Secure Message

Secure File Transfer

Send an encrypted message to OLB Support at your
financial institution. Refer to page 336.

For financial institutions that offer secure file transfer
capability, allows you to send a message with an
attachment of up to 20 MB to the financial institution.
Refer to page 337.
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Contact Us Links (cont.)

Link Description

Live Chat For financial institutions that offer live chat support,
allows you to get real time assistance from a
customer services representative. Refer to page 339.

Visit Us For financial institutions that offer location services,
allows you to find nearby branches and ATMs. Refer to
page 340.
Banner Ad

Promotional offers from your institution can appear in a rotating series of
banner ad graphics at the bottom of the Services & Settings main page. Click
a banner to see more on that item. The dots below the banner indicate which
item in the series is showing currently.

Requesting a Stop Payment

The Stop Payment feature allows you to stop any payments that your have
made by check, one-time draft (ACH), or recurring draft (ACH) by completing
and submitting the online Stop Payment form. Your financial institution may
charge an additional fee for the Stop Payment feature. Please contact your
financial institution for more information.

Warning!

The Stop Payment feature is not for Online Bill Pay payments
or Online Banking-generated ACH batches. To stop an online
bill payment, click the Bills & Payments tab and delete or
unschedule the pending payment.

Some financial institutions require you to read the Stop Payment Disclosure
form prior to completing the Stop Payment Request form. Please read the
disclosure form carefully.

Some financial institutions require you to print and sign a copy of the
Disclosure form and mail it to the financial institution before the request for
stop payment can become permanent. Follow the instructions as you
complete the request for Stop Payment process and be sure to mail in the
signed Disclosure form if this is required.
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To request a stop payment, do the following.

1. On the Services & Settings page, click Stop check payment in the
Security Actions section.

The Stop Payment page appears (seen on page 270).

2. In the Your Information section, review the name, daytime phone number,
and email address at the top of the form. Change any incorrect entries.

3. In the Payment to Stop section, select the account from which the
payment was made from the Account list.

4. In the Payment Date field, type the date on the check or payment. The
format is mm/dd/yyyy (for example, 01/12/2010). This box is optional.

5. From the Type of Payment drop-down list, select the payment type. The
options are the following.

¢ Check
¢ One-Time Draft (ACH)
¢ Recurring Draft (ACH)

6. In the Check Number to Stop box, enter the check number of the
payment that you want to stop if the payment was made by check. This
information is required if you have selected “"Check” as the payment type.

¢ If you are stopping a range of checks, enter the starting check number
in the first box, and then enter the ending check number in the second
box. Both boxes are required if you want to stop a range of checks.

¢ If you are stopping an electronic payment or recurring draft, the Check
Number to Stop box is not required.

7. In the Payee Name box, enter the payee’s name.

8. In the Amount box, enter the amount of the payment. To ensure we stop
the correct payment, the amount must be the exact dollar amount of the
payment. If you are stopping an electronic payment or recurring draft,
this box is required.

9. On the Reason Stopped list, select the reason you are requesting the
stop payment. The options are the following.

¢+ Cancelled Service or Contract
Dissatisfied

Lost or Stolen Blank Check(s)

Lost or Stolen Completed Check(s)
Other
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10. In the Payment Replacement Information section, do one of the following.

¢ If you haven’t replaced the payment (for example, you wouldn’t need
to replace a blank check), skip this section.

¢ If you have replaced the payment (for example, if a check you sent was
lost in the mail and you sent a second one):

* From the Type of Payment drop-down list, select the replacement
payment type.

* In the Check/Payment Number box, enter the check number of
the replacement check. If this is a Recurring Draft or Electronic
Payment, leave this box blank.

* In the Date box, enter the date you wrote or issued the replacement
payment. This information is optional.

11. If the Disclosure form must be printed, signed and sent to your financial
institution, follow the Disclosure instructions to print and mail the
Disclosure form.
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O Hep
Stop Payment
Use this form to request a Stop Payment on a check, a range of checks, or an electronic payment on your account with Any Institution.
Your Information
Name: John Doe
Daytime Phone: 302-565-1212
Email Address: johndoe@example.com
Payment to Stop: Payment Replacement Information:
Account: My Checking:*0058 -] Type of Payment: Check [-]
(Please specify if replacement payment has been issued.)
Payment Date: 11/23/2016 ﬂ (MM/DD/YYYY) Check/Payment Number:
Type of Payment: Check E| Date: [ (MM/DD/YYYY)
Check Number to Stop: 2001 (Single payment number to stop or beginning number of & series) ¥
(Ending payment number in a series if stopping multiple payments.)
Payee Name: Q Brick
Amount: 1234.56|
Reason Stopped: Cancelled Service or Contract E‘
NOTE: THIS IS A STOP PAYMENT REQUEST ONLY. To complete the process and for XYZ Bank to issue the Stop Payment all the steps listed below must be completed.
STEP 1: Read and print our STOP PAYMENT INSTRUCTIONS AND DISCLOSURE (at the link below) for details related to the handling of this stop payment request.
READ AND PRINT STOF PAYMENT REQUEST INSTRUCTIONS AND DISCLOSURE
STEP 2: You are required to mail a signed copy of the stop payment request disclosure to the bank within 14 days of placing this order.
STEP 3: Please print the STOP PAYMENT CONFIRMATION page two (2) times - it is the page that displays all information you entered in the fields on the form for your request
- and is labeled STOP PAYMENT CONFIRMATION at the top of the page. Enclose one (1) copy along with the Stop Payment Instructions and Disclosure you mail or fax to the
bank and retain one (1) copy for your own records
STEP 4: After printing the STOP PAYMENT CONFIRMATION page 2 times be sure and click the FINAL " Stop Payment Request” button to obtain a confirmation number.
Be sure vou have followed ALL steps to complete vour Stop Payment Request
The final approval will present you with a CONFIRMATION NUMBER. if vou do not receive that confirmation number your stop pavment will NOT be honored.
Please read our Stop Payment Disclosure for details related to the handling of this stop payment request. If you have questions, please contact Any Institution
By clicking the "Submit Stop Payment Request” button, | agree with the terms above and authorize the Stop Payment Fee to be charged to the account that is affected by the
order indicated above.
—» Submit Stop Payment Request m
The Stop Payment Confirmation page appears.
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O Hep

Services & Settings

Stop Payment Confirmation

You have requested a stop payment on the following item:

Please confirm the infermation below is correct, and click the "Submit Stop Payment Request”
button below. If the information is not correct, click the "Back" button to return to the Stop Payment
Request form to make your corrections.

Account: My Checking:*0058
Payment Date: 11/23/2016
Type of Payment: Check
Check Number to Stop: 2001
Payee Name: Q Brick
Amount: 1,234.56
Reason Stopped: Cancelled Service or Contract

NOTE: THIS IS A STOP PAYMENT REQUEST ONLY. To complete the process and for XYZ Bank to
issue the Stop Payment all the steps listed below must be completed.

STEP 1: Read and print our STOP PAYMENT INSTRUCTIONS AND DISCLOSURE (at the link below)
for details related to the handling of this stop payment request.

READ AND PRINT STOP PAYMENT REQUEST
INSTRUCTIONS AND DISCLOSURE

STEP 2: You are required to mail a signed copy of the stop payment request disclosure to the bank
within 14 days of placing this order.

STEP 3: Please print the STOP PAYMENT CONFIRMATION page two (2) times - it is the page that
displays all information you entered in the fields on the form for your request - and is labeled STOP
PAYMENT CONFIRMATION at the top of the page. Enclose one (1) copy along with the Stop
Payment Instructions and Disclosure you mail or fax to the bank and retain one (1) copy for your
own records.

STEP 4: After printing the STOP PAYMENT CONFIRMATION page 2 times be sure and click the
FINAL " Stop Payment Request’ button to obtain a confirmation number.

===

Be sure vou have followed ALL steps to complete vour Stop Payment Request.

The final approval will present you with a CONFIRMATION NUMBER, if you do not receive that
confirmaticn number vour stop payment will NOT be honored.

By clicking the "Submit Stop Payment Request” button, | agree with the disclosed terms and
authorize the Stop Payment Fee to be charged to the account that is affected by the order indicated
above.

—> Submit Stop Payment Request m

13. On the Stop Payment Confirmation page, review the stop payment
information for accuracy and then click Submit Stop Payment Request.
If you want to correct any information, click Back and then re-enter your
information.

The Online Stop Payment Request page appears.
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14. On the Online Stop Payment Request page, note the request confirmation
number and then click Return to Services & Settings.

Eq Print this page o Help

Services & Settings

Online Stop Payment Reguest

Your stop payment request has been submitted

Mame : -ohn Doe

Account # My Checking*0058

Payable to: Q Brick
Check # 2007
Issue Dated: 11/23/2016

Amount: 5123456

Date/Time Submitted: 11/18/2016 10:35:33

Confirmation # (448479 ‘
_> Return to Services & Settings )

Your stop payment request has been submitted for processing.

Changing Your Contact Information

Your contact information—email addresses, phone numbers, and mailing
address—allow your financial institution to get in touch with you when
necessary.

Anytime you update personal information on the system, such as your
passcode or security question/answer, etc., you will receive a notification. This
notification is delivered by either email or mobile phone. It verifies your
updates and ensures that no outside unauthorized party has changed your
personal information.

You can have two email addresses: a primary address and a secondary
address. You can also have a mobile phone number or an alternate phone
number as a contact option, and for delivery of security codes. Entering a
secondary email address, mobile phone number, or an alternate phone
number is optional. These can be used as alternate or additional delivery
methods for Notify Me Alert notifications and/or security codes.
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Services & Settings allows you to edit all your Online Banking contact
information from a single page. Edits can be applied to all your accounts as
well as your Online Banking user profile, or to selected accounts only, with the
option to update your Online Banking profile.

Note

Many financial institutions present an occasional Email Reminder
that you see at login. You can choose to update your email
address at that time, or at a later date.

To update your email addresses, phone nhumbers and/or mailing address, do
the following.

1. Access the Change Contact Information page. Do one of the following.

+ On the Services & Settings page, click Change phone, email, or
address in the Security Settings section.

¢ On the Welcome Center menu as illustrated under Navigating the
Services & Settings Page, click Change Contact Information.

+ On the Notify Me Alerts page, click Change Contact Information in
the Contact Information for Alert section’s I want to menu.

¢ On the Accounts tab, from the Electronic Statement Delivery Status
section of the Account Statement page (after opting-in to e-
statements), click Update Email.

+ On the Email and Phone Verification page, click Update Contact
Information.
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The Change Contact Information page appears.

O Hep
Services & Settings

Change Contact Information

* For which accounts do you wish to change your contact information at Any Institution?
@ All of my accounts with Any Institution

© Some of my accounts with Any Institution

For changing contact information on all of your accounts with Any Institution simply update any information below. The information has been populated with your Online
Banking user profile information.

Once you have modified the information click Submit to send your requested change(s) to Any Institution.

Note: This change will also be applied to your Online Banking user profile information

» Email Addresses

> Phone Numbers

> Name and Address

o T [t

The page organizes contact information into several expandable panels:
Email Addresses, Phone Numbers, and Name and Address. Initially,
all panels are collapsed.

Above the panels is a section that allows you to specify whether to apply
changes to all your accounts (the default), or only selected accounts.
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2. If you want to have changes apply only to certain accounts, select the
Some of my accounts option. Options for selecting your accounts
appear.

® Hep

Services & Settings

Change Contact Information

* For which accounts do you wish to change your contact information at Any Institution?
2 All of my accounts with Any Institution

B! Some of my accounts with Any Institution (Pending verification of ownership by Any Institution)
Choose the desired accounts.
[Z] My Loan Consumer Loan *0653
[C] old Savings Regular Savings *6381
[T] My Checking Checking *0058
["] My CD CD *8817 3%

mn

] »

* Do you wish these changes be applied to your Online Banking user profile information alse? © Yes© No

For changing contact infermation on some of your accounts simply update any information below. Once you have modified the infoermation click Submit to send your
requested change(s) to Any Institution

The information has been populated with your current Online Banking user profile information which may not be the account specific information at Any Institution. If you are
unsure of the specific address information on a desired account record please call 800-421-1105 before submitting your change request(s)

IMPORTANT NOTE: Some changes (email addresses and mobile/alternate phone numbers) will still update immediately even if you choose for your changes not to apply to
your Online Banking user profile

Once you have modified the information click Submit to send your requested change(s) to Any Institution.

% Ernail Addraceg

¢ From the list, select the accounts to which the contact information
changes should apply.

+ Below the account list, select either Yes or No to indicate whether the
changes should be applied to your Online Banking user profile.

3. Click the expand icon ( ») in any panel title bar to expand the collapsed
panels, and enter or edit your email addresses in the Primary Email
Address and Secondary Email Address box(es), as necessary.

v Email Addresses

* Primary Email Address: johndee{@example.com Secondary Email Address:  johndoe2@example.com

* Verify Primary Email Address: Verify Secondary Email Address:

4. In the appropriate Verify Email Address box(es), re-enter your email
address(es).
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5. Enter or edit any of the phone numbers in the panel.

> Phone Numbers

Note: Any changes to the phone numbers already enrolled for Voice Delivery of Security Codes will result in the original phone number being disabled for the feature.

* Day Phone:  302-365-1212

Evening Phone: | 302-565-7890

Fax:

Mobile Phone | 305.456-1234 This mobile phone number can be designated to receive any Notify Me Alert notifications.
If you add or update your mobile phone number, you will be prompted to enroll your mobile number for receiving text
alerts* on the next screen.

* Message and data rates may apply.
Alternate Phone Can be a landline or a mobile number.
¢ Phone/Main Phone
¢ Contact Phone (Commercial users only)
¢+ Fax
¢+ Mobile Phone
¢+ Alternate Phone

Note

For financial institutions that do not offer text messaging, the
Mobile Phone enrollment instructions do not appear. For financial
institutions that do not offer voice delivery of security codes, the
related note does not appear.

6. Enter or edit any of the address information in the panel.

> Name and Address

*Name: John Doe

* Address: 1100 Carr Road

*City: | Wilmington
*State: DE
*Zip Code: 19809

*Country: = United States E|

oo e L et

+ Name/Business Name (your financial institution may not allow
editing of this field via Online Banking)

¢ Contact Name (Commercial users only)
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Address

Zip Code
County

Note

For Commercial sub-users, and for all users of financial institutions
that do not allow editing of the contact address, the Name and
Address panel is not available.

7. Click Submit.

A verification page appears, listing the changes you made.

O Hep
Services & Settings

Change Contact Infomation

You are submitting the following changes:

[X] Medifies Online Banking User Profile Information
Day Phone: 302-565-999%

Alternate Phone: 302-565-6789

Address 1: 1200 Carr Road

This change applies to the following accounts:

[X] Applies 1o all accounts

Click Submit if you still wish to proceed further. Click Cancel to return to the previous page.

m Cance'

8. Click Submit on the verification page to save your changes.
A confirmation page appears.

An email notification will be sent to both your old and new email
addresses. If you changed your mobile phone number and it was enabled
for text alerts, a notification text message will be sent to your mobile
phone.
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If you added or changed a mobile phone number, but have not yet
enrolled for text message alerts, the page includes a Proceed button to
take you to the Security Code Delivery Preferences page. It contains
information on enrolling, and an Enroll button. To start receiving text
message alerts, you need to select the "I have read and agree to the
Terms and Conditions” check box, then click Enroll to begin the
enrollment process. Refer to Mobile Management for information on
mobile phone number enroliment.

9. If there is no Proceed button, or you choose not to update your security
code delivery preferences, click Done on the confirmation page.

Your contact information has been successfully changed.

Note

Refer to Enrolling for Text Message Alerts in chapter 8 for
details on enrolling a mobile phone number for text message
Notify Me Alerts notifications.

Changing Your Access ID

If your financial institution offers this option, the Change Access ID page
allows you to change your access ID at any time.

Your access ID must contain from 5 to 20 characters, cannot contain your tax
ID/Social Security Number or account number, and cannot have been used by
your financial institution for any other user. It can contain a combination of
alpha, numeric, or special characters. Access IDs are case-sensitive: ‘johndoe
and ‘JOHNDOE' are two different access IDs.

I

To change your access ID, do the following.

1. On the Services & Settings page, click Access ID in the Security Settings
- Change your: section.

The Change Access ID page appears.

Note

You can also get to this page from any OLB page using the
Change Access ID item in the Welcome Center menu. Refer
to Navigating the Services & Settings Page for an illustration.

2. Enter your current access ID in the Current Access ID field.
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3. Enter your new access ID in the New Access ID field.
4. In the Confirm New Access ID field, retype your new access ID.

5. Click Change Access ID.

0 Hep

Services & Settings

Change Access ID

Current Access ID:  mytestcust Your Access ID:

* Must be between 5-20 characters.
+ May include alpha, numeric or special characters.

New Access ID:  testcust

+ Cannot be the same as your Tax ID #/SSN

Confirm New Access ID:  testcust )
# |s case sensitive.

To choose from a list of available Access IDs, click here.

—» Change Access ID | 'Zancel

The Access ID Change Confirmation page appears.

6. Click Submit to confirm the change.

O Hep

Services & Settings

Access ID Change Confirmation

You are about to change your Access ID. Please verify the information
below and click "Submit” to confirm your change or 'Cancel” to return to the
previous page

0Old Access Ip: Mytestcust

New Access ID: testoust

— (3

The Change Access ID page appears, stating your new access ID, and
informing you that an email has been sent to you advising you of the
change.
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If you would rather choose a new access ID from a list of available IDs, do the
following.

1. On the Change Access ID page, instead of entering a new access ID,
select the link in the “To choose from a list of available Access IDs, click
here” statement at the bottom of the page.

) Hep
Services & Settings

Change Access ID

Current Access ID:  mytestcust Your Access ID:

Mew Access ID: * Must be between 5-20 characters.

® May include alpha, numeric or special characters.
Confirm New Access ID: « Cannot be the same as your Tax D #/5SN
onfirm New ss ID:

® s case sensitive.

To choose from a list of available Access |Ps, click here. ‘

Change Access ID

The Access ID/Available Access IDs page appears.
2. Click one of the available IDs to choose it.
The access ID you clicked appears in the New Access ID field.
In the Confirm New Access ID field, type the new access ID.
4. Click Change Access ID.

O Hep
Services & Settings

Change Access ID

Current Access ID:  mytestcust Your Access ID:

+ May include alpha, numeric or special characters.
# Cannot be the same as your Tax ID #/SSN
L/ gease sensitive.
4
‘y
Available Access i)

New Access ID:  john5 ‘ . + Must be between 5-20 characters
L]
&y 1,

Confirm New Access ID: J'Ohl'l5‘

Choose an Access ID from ye following list by clicking on that Access ID, or enter your own Access ID
-
« johnd

-
* 1100carrroad d
& wilmington ‘.'

« wilmingtonde 4 %
A Y
®johns ) \ A

—» Change Access ID | (ancel

The Access ID Change Confirmation page appears.
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5. Click Submit to confirm the change.

The Change Access ID page appears stating your new access ID, and
informing you that an email has been sent to you advising you of the
change.

Keeping Sensitive Information Out of Your Access ID

If you attempt to change your access ID to something containing personal
sensitive/banking information, the error screen appears warning you that your
new access ID contains sensitive/personal information. You will have to select
a different ID.

O Hep

Change Access ID

Errors Were Encountered:

The Access D contains sensitive personal information.
Red asterisks (%) indicate fields in error.
Current Access ID:  mytestcust Your Access D!
Mew Access ID: * myacct] 230058 * Must be between 5-20 characters.
# May include alpha, numeric or special characters.
Confirm Mew Access ID:  myacct]1230058 * Cannet be the same as your Tax ID #/SSN
) * |s case sensitive
To choose from a list of available Access IDs, click here
Change Access ID

If your access ID contains personal sensitive/banking information, such as
your Social Security number or account number, you will be forced to change
it when you attempt to log in to Online Banking. When you attempt to log in,
the Change Access ID Security Warning page appears.

= To receive a reminder to change your access ID at a later time
predetermined by your financial institution, click Remind Me Later,
provided you have not already exceeded the limit on reminders.

You will be directed back to your default start screen.
= Or, you can change your access ID at this time.

Refer to page 278 for details on changing your access ID.
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Changing Your Passcode

The Change Passcode page allows you to change your passcode at any time.
Your passcode must contain a minimum number of characters with at least
one number and one alphanumeric character. It must not be based on any
information you gave on your enrollment form and must not be similar to your
old passcode. Passcodes are case-sensitive: ‘APPLES1’ and ‘applesl’ are two
different passcodes.

To change your passcode, do the following.

1. On the Services & Settings page, click Passcode in the Security Settings -
Change your: section.

The Change Passcode page appears.

Note

You can also get to this page from any OLB page using the
Change Passcode item in the Welcome Center menu. Refer
to Navigating the Services & Settings Page for an illustration.

2. On the Change Passcode page, type your old passcode in the Old
Passcode field. Characters appear as dots.

Note

The icon A appears in the Passcode fields to alert you if your
keyboard has Caps Lock set to on.

In the New Passcode field, type your new passcode.

4. In the Confirm New Passcode field, retype your new passcode.
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5. Click Change Passcode.

O Hep
Change Passcode
Current Passcode: esesssss Your passcode:
New Passcode: t#esessses ® Must be at least 8 characters long.
* Must contain at least 1 numeric and 1 alpha character.
Confirm New Passcode: ¢esesesss * Must not be based on your personal information such as tax identification number, address or telephone
) number.
& Must be different from any passcode used in the last 3 months
® Must be different from any of your last 6 passcodes used.
® |5 case sensitive
TIPS FOR STRONG PASSCODES:
® Try using special characters in place of letters. (e.g. use symbols like @ or !in place of "a", "e", "i", "0" or
"y
* Try not to use dictionary words. They are easy to guess.
For tips on choosing a secure passcode you can remember, click here
—> Change Passcode | (lancel

The Change Passcode Confirmation page appears. Remember to use your
new passcode the next time you log in.

Passcode Tips

Here are some passcode tips to increase your security online.
= Passcodes with numbers and symbols as well as letters are more secure.

= Passcodes that use both uppercase and lowercase characters are more
secure.

= Longer passcodes are more secure. (Minimum length is 8 characters—
your financial institution’s requirement could differ and is given on the
Change Passcode page; maximum length is 64 characters.)

Choose a word that is easy for you to remember, for example, the word
“applesauce”. Replace letters with symbols or other characters. Ideas include
the following.

= Replace “to” and “too” with “2”
= Replace “and” with “&”

= Replace “for” with “4”

= Replace “is” with “="

= Capitalize one or more letters
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Using “applesauce:”

= Replace any “a” with "@": “"@pples@uce”
= Replace any “e” with “3"”: "@ppl3s@uc3”
= Capitalizing a letter: “"@ppl3S@uc3”

Changing Security Verification Questions

Security Verification Questions and Answers are used by a financial institution
and the system to identify you in the event that you forget your access ID or
passcode. Normally, the security verification questions are set when enrolling
online for banking service. Users who do not have security verification

questions and answers on file can set them on the Services & Settings page.

To change your security verification questions and answers, do the following.

1. On the Services & Settings page, click Security questions in the Security
Settings - Change your: section.

The Security Verification Questions page appears.

Note

You can also get to this page from any OLB page using the
Change Security Questions item in the Welcome Center
menu. Refer to Navigating the Services & Settings Page for an
illustration.
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2. On the Security Verification Questions page, review your current questions
and answers. Answers are masked by default. Click Show My Security

Answers to display them.

Services & Settings

Security Verification Questions

I want to v

Access ID and/or Passcode or for other security reasons.

online system or submit an online transaction.

questions and answers. Click the "Cancel’ button to return to Services & Settings.

Security Verification Question Answer
Company where you had your first job? ke
First name of your childhood best friend? Hacckk

Last name of the best man at your wedding? Hkkkk

The Security Verification Questions are used to verify your identity in the event that you farget your

As an extra security precaution, you are required to select three different security questions and
answers. You may be required to answer these security questions correctly when you access the

Choose "Edit Security Questions” from the Actions menu to update your security verification

Show My Security Answers

O Hep

3. Click Edit Security Questions in the I want to menu to change a

question/answer.

The Change Security Verification Question page appears.

4. In the Security Verification Question list, select a question. Some
possible questions are as follows. Your financial institution may offer

different questions.

¢ Company where you had your first job?

Name of your first grade teacher?

.
¢ Your mother’s date of birth (mm/dd)?
+ Your father’s date of birth (mm/dd)?
¢ Your father’s middle name?

.

Your mother’s maiden name?

5. In the Answer box, enter the answer to the question you selected.

Enter the simplest, most easy to recall form of the answer, so that you will
not have to guess if you need to type the answer to log in. For example, if
the answer is a person’s hame, enter just the last name. Answers are not

case-sensitive.
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6. Click Submit.

O Hep
Services & Settings

Change Security Verification Questions

The Security Verification Questions are used to verify your identity in the event that you farget your
Access ID and/or Passcode or for other security reasons.

As an extra security precaution, you are required to select three different security questions and
answers. You may be required to answer these security questions correctly when you access the
online system or submit an online transaction.

Security Verification Question Answer
Company where you had your first job? E| ssssssse
First name of your childhood best friend? E| ssssses

Last name of the best man at your wedding? E| sesssssaced

_> '3how My Security Answers

A confirmation page appears.

You have successfully changed your security verification question and/or
answer. This security verification question/answer does not expire, but should
be changed if you feel it has been compromised in any way.

Note

Some financial institutions require that their users answer more
than one security verification question. Simply repeat the above
steps for the other questions.

Changing Security Code Delivery Preference

The Security Code Delivery Preference page allows you to select additional
delivery modes for security codes to be sent to you. A Security Code is sent
when additional authentication is required or when you submit a request for
passcode reset online. Codes can be sent to your primary email address, a
secondary email address, a phone and/or a mobile device.

To configure your security code delivery preferences, do the following.

1. On the Services & Settings page, click Security code delivery in the
Security Settings section.

The Security Code Delivery Preference page appears.
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2. In the Send Security Code via Email section, select the check boxes for
Primary and/or Secondary email address as necessary.

3. In the Send Security Code via Text Alert section, select the check box for
Mobile device as necessary.

Notes

= If either the Secondary email address or Mobile number has not
yet been set up, its check box cannot be selected.

= The Enroll to receive text alerts link on the page can be used
to enroll a Mobile number so that it can be selected. Refer to
Enrolling for Text Message Alerts in chapter 8 for details.

4. If your institution offers the voice messaging service, you also see the
Send Security Code via Voice Message section, as illustrated here. Select
the check boxes for the Main Phone, Mobile Number, and/or the Alternate
Phone as necessary.

Notes

= If a phone number has not been entered or has not yet been
set up for voice messaging, its check box cannot be selected.

= The Enable delivery of voice messages to this phone links
can be used to enroll a phone number so that it can be
selected. Refer to Enabling Voice Message Security Code
Delivery below for details.
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5. Click Submit.

) Hep

Services & Settings

Security Code Delivery Preference

A Security Code can be sent to your chosen delivery modes when additional authentication is required

Please select your preferred delivery method for receiving these alerts and click "Submit" to process your request. Click
‘Done" to return to the Services & Settings page.

Send Security Code via Email: [7] johndoe@example.com (Primary
email)

[7] johndoe2@example.com (Secondary

email)
Send Security Code via Text Alert: [ 302-456-1234 (Mobile) Enroll to receive text alerts

Send Security Code via Voice Message: 302-565-1212(Day Phone) Enable delivery of voice messages to
this phone

302-565-7890(Evening Phone) Enable delivery of voice messages to
this phone

302-456-1234(Mobile Number) Enable delivery of voice messages to
this phone

G-

A confirmation page appears briefly, then you return to the Services &
Settings page.

Enabling Voice Message Security Code Delivery

For financial institutions that offer voice message delivery of security codes,
you can enroll a number you have entered to receive security codes via voice
messaging. Any phone number you have on file can be enabled.

If you have not yet enabled any nhumber for voice messaging, you see on-
screen messages prompting you to do so. Once a number is on file but not
enabled, an Enable delivery of voice messages to this phone link appears
next to the number, as illustrated above.

To enable a number for voice message security code delivery, do the
following.

Note

The enrollment process requires you to enter a security code
that is sent to your selected number, so you should be where
you can answer that number before starting to enable it.
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1. Click the Enable delivery of voice messages to this phone link.

The link goes to the Security Code Delivery Preference Declaration page.

0 Hep
Services & Settings

Security Code Delivery Preference Declaration

i1 By checking here, | am choosing to receive voice messages for Security Code delivery to my Day Phone 302-565-1212 and | understand that incoming call minutes and
rates may apply.

By enrolling for voice messages | certify that | am the account holder or have the account holder's permission to do so. Clicking "Submit” will send a voice message with a
Security Code to the phone number indicated above

By enrolling, | acknowledge and agree that

1. This Service is intended to assist with authentication of myself as an Online Banking user and increase the level of security of my Online Banking
transactions, and may be used sclely for this purpose.

2. This Service is not fail proof nor can it be used as a substitute official proof of my Online Banking user identity.

3. There are inherent security risks with use of the Internet.

4. |, the Online Banking user, am solely responsible for the degree to which rely on the Service.

5. |, the Online Banking user, will provide accurate and complete information as reasonably requested by my financial institution or the Third Party Provider.

6. |, the Online Banking user, am required to maintain secure possession of information related to the Service or any devices and promptly notify the Institution -

by contacting them or disabling the device from the Online Banking system - if | lose possession of any registered device or compromise any information
related to the Service (for example, loss of a mobile phone used as a credential).

7. |, the Online Banking user, am prohibited from transferring the Service to any other party or permitting use of my credential by any other party.

8. |, the Online Banking user, permit my financial institution's vendor(s) to revoke any credential upon breach of this End User Agreement, the Third Party
Provider's Policy or if |, the Online Banking user, compromise the security or integrity of the Service.

| understand and acknowledge that my financial institution disclaims, to the extent permitted by applicable law: (a) all warranties, indemnification and representations relating
to the Service and any related services; and, (b) liability for any damages, whether direct, indirect, incidental or consequential, arising frem use of the Service or any related
services for the institution and any of its providers.

| understand and acknowledge that my sole and exclusive remedy for any malfunction, deficiency or other dissatisfaction related to the service or any related services is to
request the service be disabled if allowed or obtain a new functioning device (mobile phone or landline phone) at my own expense.

@ ca“UEI

You are advised that charges may apply to the voice messages. You must
be the account holder for the number given.

2. Select the confirmation check box.
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3. Click Submit.

The Enable your phone number for voice messages page appears.

O Hep
Services & Settings

Enable your phone number for voice messages

A voice message was sent on 3/17/2016 1:51:35 pm CDT to your Day Phone 512-565-7890.

Please enter the Security Code provided in the message:
The Security Code is valid for 10 minutes.

Click "Submit” to process your request. Click "Cancel” to skip the enrollment process and return to your main page.
Click here if you have not received a call with the Security Code and would like to receive a new Security Code.

For additional assistance, contact Any Institution at 800-421-1105

oo [

You should receive a voice message from your financial institution at the
number you selected to enable, containing a security code.

4. In the text box, enter the security code that was received.

If you did not receive a security code, you can use the Click here link
provided on this page to request that another code be sent.

5. Click Submit to enable the number.

A confirmation page appears.

Security Tokens

You may be required by your financial institution to use a security token as an
additional form of authentication when logging in to Online Banking and/or
conducting certain transactions. If you are required to use a security token for
authentication, you will be notified by your financial institution on how to
obtain your security token.

To view the Security Token page, click Request security token on the
Services & Settings page in the Security Settings section.
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The Security Token page provides general information about security tokens,
and provides access to certain token related options.

O Hep

Services & Settings

Security Token

Activate Your Security Token -
VeriSign®
If you have a VIP security token, please register it to activate enhanced security for accessing Identity

Protection
your enline accounts

Activate Security Token

Add An Extra Layer of Security to Your Account!

Pratecting your identity is important to us! We are offering an additional layer of security - the VeriSign Identity Protection
(VIP) Security Token

A VIP Security Token is a device that generates a unique six digit security code to access your account. Each time you log
into internet banking, you will enter your Access 1D and passcode as usual. While your Access ID and passcode provide an
initial layer of security, the VIP credential provides a stronger layer of protection because only you process the token that
generates the unique code that confirms your identity

How do | request a security token?
Please click here to send us a secure message to request a security token
How does it work?

You are required to register your VIP security token before it can be used as an extra security layer for accessing your online
accounts

1. Activate Your VIP Security Token

Once you've activated, you'll simply generate a unique, one time security code with your VIP Security Token and enter the
security code when prompted after entering your Access ID and passcode

Return to Services & Settings

If you have a token that needs to be activated, an Activate Security Token
button appears on this page, and takes you to the activation page. You can
also go directly to the activation page from the Services & Settings main page
using the Activate Your Security Token link.

Activating a Security Token

Tokens that have been issued must be activated before they can be used.
Activation can be performed by you, or may have already been done for you
by your financial institution.

The Activating Your Security Token page allows you to register and activate
your security token for dual authentication purposes. Once you've activated,
you'll simply generate a unique, one time security code with your VIP Security
Token and enter the security code when prompted after entering your access
ID and passcode.
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Note

You must have your security token in your possession to activate
the security token service.

To activate your security token, do the following.

1. On the Services & Settings page, click Activate token in the Security
Settings section.

2. On the Activate Your Security Token page, enter the token humber in the
Security Token ID field.

The security token ID is the 12-digit alphanumeric code located on the
back of the security token. If you have already been issued a token the
token ID should already appear in the field, as illustrated here.

3. Press the button on the token and enter the six-digit number it displays in
the Security Code field.

Note

Security codes are valid for only 30 seconds. If more than 30
seconds pass between generating a code and entering it, you
must generate a new security code.
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4. Click Continue to activate the security token.

O Hep

Services & Settings

Activate Your Security Token

For security reasons you are required to use a VIP Security Token VeriSign®
as additional authentication to access your online accounts. Identity
Protection

You must have your Security Token in order to activate the
Security Token services. Locate your Security Token and follow
the steps below. If you do not have a Security Token, please
contact Any Institution at 800-421-1105.

Step 1: Locate the Security Token ID printed on the token
device(typically 12 alpha-numeric characters) and verify with the
Security Token ID displayed below.

Step 2: Generate Security Code

Press the button on the credential to generate a security code
number. Security codes are valid for only 30 seconds. After 30
seconds, a new security code must be generated.

Step 3: Enter Security Code

Enter the security code in the field below.

Security Token: VSMT98765432

Security Code: esssss

A confirmation page appears when you have successfully activated your
security token.

O Hep

Services & Settings

Activation Response

Activation Successful! ‘;'erisign'
Identity

Congratulations! Your VIP security token has been activated and you now have Protection
an additional layer of security to protect your identity.

Continue to your account

Changing Transaction Categories

If your financial institution offers the Check Register service, you can view,
update, and delete your transaction categories from the Services & Settings
page. Transaction categories are descriptive labels that are assigned to each
transaction, so that you can manage your finances.
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If your institution offers My Spending, you can use categories to track
expenditures by category. The set of default categories and the way you
manage them differ slightly depending on whether your institution offers My
Spending, as indicated in the following procedures. Commercial users, and
users of institutions that do not offer My Spending, should use the “no My
Spending” procedures.

Updating Your Transaction Categories—with My
Spending
Users who have My Spending and want to update their transaction categories

should do the following.

1. On the Services & Settings page, click Transaction categories in the
Preferences section. This option is available only for institutions that offer
the Check Register feature.

2. On the Transactions Categories page, look over your categories.

Note

Only custom categories, which you have created, can be updated.
They appear at the bottom of the list, in a different color.

ONLINE BANKING BASIC SERVICES USER’S GUIDE
Confidential and proprietary to Apiture October 2018



Chapter 9: Services & Settings Page 295 I

3. Scroll down and click the custom category’s Edit link in the Edit/Delete

column.
=3 Print @) Help
Transactions Categories
Category Name Income/Expense Spending Category Edit/Delete
Bill Expense v
Business Expense v
Cash/ATM Expense «
Credit Card Payment Expense v
Deposit Income v
Entertainment Expense L
Gas/Transport Expense v
Groceries Expense w/
Medical Expense v
Other Expense v
Restaurant Expense v
Saved Expense v
Shopping Expense v
College Expense v e

The Edit Category dialog box appears.

Note

This dialog box is also accessible from the Accounts page, by
clicking Edit/Delete Category in the Category column drop-
down list for a custom category.

4. In the Category Name box, change the name.
Select Income or Expense in the Choose a category type list.

6. If you want to designate the category as a Spending category, so it can be
tracked in My Spending, select the check box.
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7. Click Save.

Edit Category

Category Name College

Choose a category type

Do you want this to be a part
of Spending Categories?

(- Do

The Transactions Categories page shows the update.

Updating Your Transaction Categories—no My Spending

To update your transaction categories, do the following.

1. On the Services & Settings page, click Transaction categories in the
Preferences section. This option is available only for institutions that offer
the Check Register feature.
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2. On the Transaction Categories page, look over your categories. If you
want to update a category, click the Category Name link.

o To delete categories, click the checkbox for each category you want to delete and then click Delete Selected Categories

Print this page Help
P P

Iwantto™

m
W\/

Services & Settings
o Toadd a category, choose Add Transaction Category from the Actions menu.
* To modify a category, click the Category Name.
Transaction Categories
Category Type a = Category Name & v
[] Income Bonus
[[] Income Dividend
] Income Gift Received
1 Income Interest
[[] Income My Salary
[ Income Other Inc
[ Income from Mom
[[] Expense Auto Fuel
J
/_—_\\_M
[[] Expense edicine
[1 Expense Rent
[1 Expense State Tax
[[] Expense Telephone
[[] Expense Travel
[[] Expense Water & Trash

Category Description ~ v
Bonus

Dividend

Gift Received

Interest

TestCorp payroll
Other Income

money from Mom

Auto Fuel

Medicine

Rent

State Tax

Telephone
Travel

Water & Trash

Delete Selected Categories | Check All | Clear Check Boxes m

The Edit Transaction Category page appears.

3. On the Edit Transaction Category page, select Income or Expense in the

Category Type list.

4. In the Category Name box, change the name.

In the Category Description box, change the description of the
category.
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6. Click Save Changes.

Services & Settings

Edit Transaction Category

€ Help

Category Type!  |hcome E‘
Category Name: My Salary

Category Description: FooCorp payro\l‘

—» Save Changes | Cancel

A confirmation page appears.

Services & Settings

Category My Salary' was updated successfully. 4—

* To add a category, choose Add Transactien Category from the Actions menu.
« To modify a category, click the Category Name

* To delete categories, click the checkbox far each category you want to delete and then click Delete Selected Categaries

Transaction Categories

Print this page Help
pag P

m

want to v

Category Type a « Category Name « ~
[ Income Bonus
[ Income Dividend
[ Income Gift Received
[l Income Interest
[ Income My Salary
[ Income Other Inc

Category Description  «

Bonus

Dividend

Gift Received
Interest
FooCorp payroll

Other Income

Adding a Transaction Category—with My Spending

If you require additional transaction categories other than the defaults, you
can add up to fifteen (15) custom transaction categories to suit your needs.

To add a new transaction category, do the following.

1. On the Services & Settings page, click Transaction categories in the

Preferences section.
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2. On the Transaction Categories page, click Add New Category.

Note

If fifteen custom categories have already been added, the Add
New Category button does not appear.

Groceries

Medical

Other

Saved

Shopping

Restaurant

Gas/Transport Expense

Expense

Expense

Expense

Expense

Expense

Expense

—> Add New Category

The Add New Category dialog box appears.

In the Category Name box, enter a new category name, up to 64

characters.

In the Choose a category type list, select either Income or Expense.

If you want to designate the category as a Spending category, so it can be
tracked in My Spending, select the check box.

Click Save.

Add New Category

Category Name
Choose a category type

Do you want this to be a part
of Spending Categories?

Ccl\eg&|

Expense v ‘

(oo () ~—

ONLINE BANKING BASIC SERVICES USER’S GUIDE

Confidential and proprietary to Apiture

October 2018



Chapter 9: Services & Settings Page 300 I

Adding a Transaction Category—no My Spending

If you require additional transaction categories other than those listed, you
can add any number of transaction categories to suit your needs.

To add a new transaction category, do the following.

1. On the Services & Settings page, click Transaction categories in the
Preferences section.

2. On the Transaction Categories page, click Add Transaction Category in
the I want to menu.

| want to
Category Description a - Add Transaction
Category
Bonus
Dol

In the Category Type list, select either Income or Expense.

4. In the Category Name box, enter a new category name, up to 64
characters.

In the Category Description box, enter a brief description.

6. Click Save & Return to add your category, or Save & Add Another
Category to add more categories.

O Help
Services & Settings

Add New Transaction Category

Category Type:  |hcome E‘

Category Name: Lattery

Category Description: Wlnmnga| \

(@ [ sove it ot atogory | iorce |

A confirmation message appears at the top of the page.

You have successfully added a new transaction category.
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Deleting a Transaction Category—with My Spending

You can delete a custom transaction category when it is no longer needed.
Default categories cannot be deleted. Once you delete a category,
transactions will no longer have the category assigned to them, so you must
select a different category to be assigned to any such item.

To delete a custom transaction category, do the following.

1. On the Services & Settings page, click Transaction categories in the
Preferences section.

2. Scroll down and click the custom category’s Delete link in the Edit/Delete
column.

Note

Only custom categories, which you have created, can be deleted.
They appear at the bottom of the list, in a different color.

Other Expense v
Restaurant Expense v
Saved Expense v

Shopping Expense v

College Expense v EcI' @te
Add New Category

Note

You can also delete a category starting from the Accounts page,
by clicking Edit/Delete Category in the Category column
drop-down list for a custom category. Use the Delete button
available in the Edit Category dialog box that appears.

The Delete Category confirmation dialog box appears.
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3. Click Yes.

Delete Category

You are about to delete a category. Are you sure?

|N70 Yes 4—

The Delete Category dialog box changes to show the category’s current
settings and a drop-down for remapping the category.

4. Using the Map to an existing category list, select the category to which
any transactions currently categorized with the category to be deleted
should be assigned.

5. Click Delete.

Delete Category

Category Name College
Choose a category type Expense v

Do you want this to be a part
of Spending Categories?

How do you wish to handle the transactions under this category?

Map to an existing category Bill ~ |

The custom category you deleted no longer appears on the Transactions
Categories page, or as an option in Category lists.

Deleting a Transaction Category—no My Spending

You can delete any transaction category when it is no longer needed. Once
you delete a category, transactions will no longer have the category assigned
to them. You must reassign a new category to the item.
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To delete a transaction category, do the following.

1. On the Services & Settings page, click Transaction categories in the
Preferences section.

2. On the Transaction Categories page, look over your categories. Click
the check boxes next to the categories you want to remove, and then click
Delete Selected Categories.

[[] Expense Rent Rent i
——» Expense State Tax State Tax
[[] Expense Telephone Telephone
——> [# Expense Travel Travel
DIA\) Expense Water & Trash Water & Trash
RG] [ oo [

3. On the Confirmation page, review your category, and then click Delete
Selected Categories.

© Hep

Services & Settings

Transaction Categories

You have requested to delete the following categories. THIS ACTION CANNOT BE UNDONE. Any transactions assigned to these categories will be reset as "unassigned.”

Category Type  Category Name Category Description
Expense State Tax State Tax

Expense Travel Travel

—> Delete Selected Categories m

A confirmation message appears at the top of the page.

Setting Batch Items Displayed per Page

Commercial users of Online Banking often work with ACH batches that contain
many batch items. Depending on the number of items typically found in
batches one works with, it may be more convenient to view more or fewer
batch items on a single page. You can adjust the number of batch items
displayed per page in ACH History and ACH Pending lists during a session with
controls on those pages. You can save the items per page setting as a default
for future sessions in Services & Settings.
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To set the number of ACH batch items to be displayed by default, do the
following.

1. On the Services & Settings page, click ACH batches - items per page in
the Preferences section. Only Commercial users have this option.

The Number of Items per page in ACH Batch page appears.

2. In the Per Page list, select the number of items to be displayed by
default.

3. Click Update to save your selection.

@ Hep
Services & Settings
Number of ltems per page in ACH Batch
To choose the number of items to be listed per page, select a number and click the update button.
List Name/Screen: ACH History/ ACH Pending
PerPage: g E|

A brief Confirmation Message page appears with your change. The
number of batch items you selected now appears by default when you
view a batch in ACH History or Pending ACH Batches. You can still change
the number of items displayed during the session using the view controls
on the page.

Entering an External Transfer Account Request

The External Transfer approval process allows you to easily enter a new
request for an external transfer account. Refer to External Transfers in
chapter 5 for general information on external transfer accounts.

To enter an External Transfer Account request, do the following.

1. Use any one of these methods to begin the Add External Transfer Account
process:

+ On the Services & Settings page, click Add external transfer account
in the Preferences section.
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¢ On the Services & Settings/Account Services page, click Add External
Transfer Account in the I want to menu.

Services & Settings

Account Services

The accounts listed below are authorized for anline access. You can perform the following functions on this page

* Choose "Remove Access” from the ' want to .." Actions menu to remove online access to the account
On this page you can also:

* Choose "Add New Online Account” from the main Actions menu if you would like to add a new online account.
* Choose "Add External Transfer Account” from the main Action menu if you would like to add a new external account

» Choose "Edit” from the "l want to .." Actions menu to add or modify the nickname for your account and request additional services such as bill pay.

Accounts

External Account Number Account Type Account Name Services

90000456 External Checking Other Ext Checking Transfer To Account
Transfer From Account

Account Number Account Type Account Mame Services

+*0058 1@ Checking My Checking Basic (View/Transfer Funds)

*0056 Savings My Savings Basic (View/Transfer Funds)

*63819Q Regular Savings Old Savings No View

*76500@ IRA My IRA Basic (View/Transfer Funds)

*8817 cD My CD Basic (View/Transfer Funds)

*0653 Consumer Loan My Loan Basic (View/Transfer Funds)
Loan Advance

*4380 g Credit Card My Credit Card Basic (View/Transfer Funds)

0 Hep

I want to v

Add New Online
Account

Add External
Transfer Account {b

Iwant to™~
I wanttov
| want to v
Iwant to~
Iwanttov

| want to v

I want to~

¢ From the Transfers tab or any other page in Online Banking, click the
Transfers tab heading and click Add External Transfer Account

from the tab drop-down menu.

s Transfers v My Spending

Schedule Single Transfer
Schedule Multiple Transfers
Schedule Advanced Transfer
Schedule Loan Payment
Transfer Templates

[1anc  History
eff

Add External Transfer Account

g ~uuoo = {b

A
.

n
F

The Services & Settings Online Banking External Transfer Service
Agreement page appears.

2. Read the Service Agreement page, and then click Accept at the bottom of
the page to continue.
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The Add External Transfer Account page appears.

3. On the Add External Transfer Account page, enter the account
information. All fields are required.

¢ Financial Institution Name - The name of the financial institution
where the external account is located.

¢ Account Owner Name - The name on the external account.

+ Account Usage - Whether the external account is used for personal or
business purposes.

¢ Account Type - The type of external account:
* Checking
e Savings
* Loan (available only for institutions that offer external loan accounts)

+ Routing & Transit # - The 9-digit routing and transit number that
identifies the external financial institution.

¢ Account #/Verify Account # - The account number of the external
account.

¢ Account Nickname - A nickname to be used in Online Banking for the
external account. The nickname must be unique.

4. Select the type(s) of transfer to enable for the account in the Transfer TO
This Account and/or Transfer FROM This Account check boxes.
Transfer FROM is not available if ‘Loan’ is selected for Account Type.

5. The institution may offer the option to specify transfer limit amounts. If
so, enter a dollar amount for the transfer service(s) selected (To/From).
The amount cannot exceed the institution’s allowed maximum, which can
vary for transfers To and From. The institution limits are displayed for
reference.

6. Your institution may offer the option to select a transfer processing
method. The method governs how far in advance of the Scheduled
Transfer Date that the funds are moved out of the source account. If the
option is available, select either 1-day or 4-day processing. If your
institution does not offer this option, the selection shown under Transfer
Processing Method cannot be edited.
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7. Click Submit.

O Hep
Services & Settings

Add External Transfer Account

To transfer funds to/from yeur accounts at another financial institution, please provide the account information fer the external account and click "Submit". By clicking
"Submit,” you authorize Any Institution 1o verify the existence and ownership of the account, and to transfer funds electronically between this account and your designated
online accounts according to your online instructions.

In order to validate this external account request two (2) small deposits (and a single withdrawal of these deposits) will be submitted for posting at the financial institution
identified. After processing of these transactions you will be required to validate the amounts of the deposits that posted to the requested external account.

* Financial Institution Name: | TestBank

* Account Owner Name: Wally Doe
* Account Usage: This is a @ Personal Account or a © Business Account
* Account Type: Checking E‘
031100102 Joe Smith 1238

* Routing & Transit #: 1234 Anystrest Court Q’

Anycity, AA 12345

Q\f
Pay o the order of ﬁ‘f"
* Account #: 20000456 C - Detlars
) Bank Anywhere :"
|'123456780 |, 123456789123 |[11234
¥ i P

90000456 |—|—| |—'—|
* Verify Account #: I_'_I

Routing Account Check

Number Number Number
Mew Ext Account Nicknames are limited to 50 characters total and
* Account Nickname: individual words in the nickname are limited to 30
characters
* Available Services and Transfer TO this account. Mark the checkbox next to the desired service(s) for the
External Transfer Limi Desired limit: $ 500 (Maximum allowed $10,000.00) account.
Transfer FROM this account. Limits set will apply to this external account only.
Desired limit: § 800 (Maximum allowed $7,500.00) Available limit balance is calculated based on the
! processing period of all external account transfers
scheduled for this account. Allowed limit(s) may vary
from requested - subject to Any Institution review.
*Transfer Processing @ Scheduled at least 1 business day in advance of the Scheduled Transfer Date. A Choose the desired processing method. This method
Method: fee of $2.00 per transfer is assesed. will apply to ALL external accounts to which you are

i granted access
©) Scheduled at least 4 business days in advance of the Scheduled Transfer Date.

— (=

A confirmation page appears.

Note

The illustrations in this manual show pages as they appear for an
institution using Customer Validation, with all available options
visible.
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8. On the Confirmation page, review the information, and then click Submit

to continue.

=} Print this page () Help
Services & Settings

Add External Transfer Account Confirmation

You have requested the following account be approved for External Transfers. Please verify the information below and click "Submit" to send your request to Any Institution, or
"Back” to modify your request.

By clicking submit, you also acknowledge the following:

1. The external account information provided is an account for which you have authorized access to at the identified financial institution

2. Any Institution is not respensible for any resulting overdraft charges and/or fees that may be incurred at the identified financial institution holding this external
account and that are related to the validation deposit and withdrawal transactions processed and posted to the external account being submitted

Financial Institution Name: 1651830k

Routing & Transit # 031100102

Account # 9000056
Account Type: Checking
Personal Account

Account Usage:

Account Owner Name: 'Vally Doe
Account Nickname: New Ext Account
Transfer Processing Method: Scheduled at least 1 business day in advance of the Scheduled Transfer Date. A fee of $2.00 per transfer is assesed.

Allow Transfer TO This Account: 25 (§500.00 limit)

Allow Transfer FROM This Account: Y85 (§800.00 limit)

— (e

Note

Entries on the Confirmation page should be verified carefully before
submitting. When Customer Validation is being used, erroneous
entries, such as an incorrect Routing & Transit number, cannot be
corrected once the request has been submitted.

In such cases, the request will be declined and must be resubmitted
with correct information.

The Request Submitted page appears.
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9. Print the page.

=} Print this page ) Help
Services & Settings

External Transfer Account Request

External Transfer Account Request Submitted
Your request for the following external transfer account has been submitted.
In order to validate this external account request, two(2) small deposits (and a single withdrawal of these deposits) will be submitted for posting at the TestBank. After

processing of these transactions you will be required to validate the amounts of the two(2) deposits by accessing the Validate External Transfer Account link under the User
Services tab.

If these transactions have not posted to your external account at TestBank within 5 business days, it is possible a data entry error occurred when the account was requested
Please contact Any Institution at 800-419-8804 or click here to send a secure message to Any Institution

You can track the status of your reguest in Add/View Account Services on the Services & Settings page.

Customer Name: John Doe

Access [D: Mytestcust
Financial Institution Name; 1¢5tBank
Routing & Transit #; 131100102
Account # 9000056
Account Type: Checking
Account Usage: Personal Account
Account Owner Name: "/ally Doe
New Ext Account

Account Nickname:

Transfer Processing Method: Scheduled at least 1 business day in advance of the Scheduled Transfer Date. A fee of $2.00 per transfer is assesed.

Allow Transfer TO This Account: €% (8500.00 limit)

Allow Transfer FROM This Account: 22 ($800.00 limit) \

10. Depending on the external account approval method used by your
institution, you may need to sign the page and then mail it with a canceled
check, deposit slip or the like to your institution for authorization. Some
financial institutions may not require you to sign the application. Follow
the instructions on the page.

You have successfully submitted an external transfer account request.
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Verification by
FI Authentication
(manual approval)

Tracking the External Account Verification Process

You can track the progress of your pending external account requests on the
Services & Settings/Account Services page. All pending external account
requests appear at the bottom of the page until the processing of the request
is complete. Once the account is available, you will receive notification. The
account will then be available for use on the Transfers page and on the
Account Services page.

The pending section of the page looks slightly different depending on the type
of verification used by your institution.

Verification by
Customer
Validation
(automated)

*0056/1% Savings My Savings Basic (View/Transfer Funds) | want to v
*63819@ Regular Savings 0Old Savings No View | want to v
*76509 IRA My IRA Basic (View/Transfer Funds) | want to v
*8817@ cD My CD Basic (View/Transfer Funds) | want to v
*0653 @ Consumer Loan My Loan Basic (View/Transfer Funds) | want to v
Lean Advance
*4389 19 Credit Card My Credit Card Basic (View/Transfer Funds) | want tov
*0
The following accounts are pending approval/validation
. Account Number Account Type Account Name Services
9000056 External Checking New Ext Account Pending Approval: External Transfers (Transfer Funds To/From)
g -
*0653 Consumer Loan My Loan Basic (View/Transfer Funds) | want tov
Loan Advance
*43891g Credit Card My Credit Card Basic (View/Transfer Funds) | want tov
The following accounts are pending approval/validation:
Account Number Account Type Account Name Services
ek External Checking New Ext Account Pending Validation: External Transfers (Transfer Funds To/From)

I ONLINE BANKING BASIC SERVICES USER’S GUIDE
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Validating External Transfer Accounts

Your institution may provide the Customer Validation method of verifying your
authorization to access a requested external checking or savings account.
External Loan accounts are not eligible for Customer Validation even for
institutions that offer external loan transfers and support this verification
method. The process is automated, but it requires your participation.

The process works by sending two small deposits to the external account
within a few days of your request for access. A single withdrawal of the total
amount of the deposits follows shortly afterward. You must monitor the
external account for these deposits.
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To validate a requested external account, do the following.

1. When the validation deposits have appeared in your external account,
record their values, or have your external account statement or external
account banking web site available.

2. Return to Online Banking and go to the Services & Settings page.

3. Click the Validate external transfer accounts link, which appears in
the Preferences section when an external transfer account request is in
progress.

The Validate External Transfer Account(s) page appears.

O Hep
Services & Settings
Validate External Transfer Account(s)
In order to validate this external account request, two (2) small deposits were submitted for posting at the financial institution identified
To validate and gain access to a requested external account, choose the account (by nickname) from the list below and enter the requested information.
If the transactions have not posted to your external account and 5 business days have passed, it is possible a data entry error occurred when the account was requested. I
you believe this to be the case, please contact Any Institution at B00-421-1105 or click here to send a secure message to Any Institution Online Banking support.
* External Account Submitted: ~ External Checking: New Ext Accou E‘
* Account # Submitted: Last 4 digits only
* Total amounts of 2 Deposits: (0.00) For example, if the 2 deposits were $0.35 and $0.23 you would enter $0.58. “$" is allowed but not required.
Coir [t et

4. If you have more than one pending external account request, select the
one you are ready to validate from the External Account Submitted list
by the nickname you entered in the request.

5. In the Account # Submitted box, enter the last 4 digits of the external
account number. (For security reasons, the requested external account
number does not appear within Online Banking.)

6. Referring to your external account online site or account statement, find
the two small deposits made after your account request. The amounts
vary randomly from request to request.

7. Enter the sum of the two amounts in the Total amounts of 2 Deposits
box. For example, if the two deposits were $0.35 and $0.23, you would
enter 0.58.

8. Click Submit.
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Provided the total amount entered agrees with the actual total of the two
deposit transactions submitted to the specified external account, and the
account number matches, you are granted access to the external account
for transfers within Online Banking immediately.

Unsuccessful Validations

Customer Validation may not succeed for various reasons:

= Invalid user response - If the user enters an incorrect account number or
an incorrect total amount on the Validation page, access is not granted.
The user can make additional attempts at entering the correct
information. After a certain number of unsuccessful attempts, the request
fails.

= Invalid user input - If the user entered an incorrect account humber,
routing number or other information on the request itself, the deposits to
the external account will fail, making validation impossible.

If for any reason the OLB user cannot successfully complete the validation of
an external account request, the OLB institution should be contacted for
assistance. Validation deposits can be sent again on request. Failed requests
can be resubmitted if some clarification about the required information was
needed. Ultimately, the institution can always have the user submit printed
documentation and use the manual approval process (FI Authentication) for
an external account request.

Request Expiration

The institution can be configured to have external account requests
(Customer Validation or FI Authentication) eventually expire if they are not
acted upon. The length of time from request submission to expiration is
configurable by your institution. If the institution is not configured for
expiration, requests not approved/validated or declined remain in the system
indefinitely.
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Modifying External Transfer Processing Method

Some financial institutions allow the OLB user to select a transfer processing
method. In such cases, the processing method is specified as part of the
external transfer account request. Under Transfer Processing Method, the
user selects one of the following.

= Scheduled at least 1 business day in advance of the Scheduled Transfer
Date.

= Scheduled at least 4 business days in advance of the Scheduled Transfer
Date.

The processing method controls when the transferred funds can be expected
to actually be credited to or debited from the destination account. The
selected processing method is effective for all external transfer accounts, not
just the one in the request in which it was selected.

Institutions that offer the option provide the Modify external transfer
processing method link in Services & Settings under the Preferences
section. To change the transfer processing method for their external accounts,
click this link to open the Modify External Transfer Processing Method page.

To modify the processing method, select the appropriate option and click

Submit.
O Hep
External Transfer Account Processing Method
Please indicate your desired Transfer Processing Method for all external accounts to which you have access.
@ Scheduled at least 1 business day in advance of the Scheduled Transfer Date. A fee of $2.00 per transfer is assesed.
Scheduled at least 4 business days in advance of the Scheduled Transfer Date.
Note: Modifying your method will not change the scheduled processing dates or previous methed applied to scheduled external transfers that have already started
processing. A method medification will only apply to external transfers modified or scheduled after a submitted changed.

The change is effective for any future external transfers the user schedules. It
does not affect external transfers that already have been scheduled or are
already in process, which proceed under the processing method in effect at
the time the transfer request was created.
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Controlling E-Statement Delivery

When your institution offers electronic-only statements, but not other
electronic documents, the View statements link appears in the Quick Links
section of Services & Settings. You can opt in or opt out of electronic-only
statements by clicking this link to go to the Account Statement page. From
this page on the Accounts tab, you can select which accounts to affect, and
begin the opt-in or opt-out process.

Note

Refer to Account Statements with Electronic-only Delivery in
chapter 4 for details on opting in and opting out of e-statement
delivery.

Controlling Delivery of E-Statements and E-Documents

When your institution offers both account statements and account documents
in electronic-only form, the View statements & documents link appears in
the Quick Links section of Services & Settings. A View statements link does
not appear. You can opt in or opt out of electronic-only forms of account
statements and account documents such as disclosures, legal statements, and
terms by clicking this link to go to the Documents page. From this page on the
Accounts tab, you can select which accounts to affect, and begin the opt-in or
opt-out process.

Note

Refer to Account Documents and Statements with Electronic-
only Delivery in chapter 4 for details on opting in and opting out
of e-statement/e-document delivery.
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Adding and Editing Account Services

The Account Services page provides a suite of account management tools that
you can use to add new accounts, edit existing accounts, and remove access
to current online accounts.

© Hep
Account Services
The accounts listed below are authorized for online access. You can perform the following functions on this page:
o Choose "Edit’ from the 'l wantta " Actions menu to add or modify the nickname for your account and request additional services such as bill pay,
* Choose "Remove Access” from the "l want to .. Actions menu to remove online access to the account
On this page you can also:
® Choose "Add New Online Account’ from the main Actions menu if you would like to add a new online account.
® Choose "Add External Transfer Account” from the main Action menu if you would like to add a new external account
Accounts | want to v
External Account Number Account Type Account Name Services Actions
90000456 External Checking Other Ext Checking Transfer To Account | want to v
Transfer From Account
Account Number Account Type Account Name Services Actions
*0058'Q Checking My Checking Basic (View/Transfer Funds) | want to
*0056 Savings My Savings Basic (View/Transfer Funds) | want to v
*63810@ Regular Savings 0Old Savings No View | want to v
*7650Q IRA My IRA Basic (View/Transfer Funds) | want to
*8817 9 cD My CD Basic (View/Transfer Funds) | want to v
*0653 Consumer Loan My Loan Basic (View/Transfer Funds) | want to
Loan Advance
*4380g Credit Card My Credit Card Basic (View/Transfer Funds) | want to ~

The Account Services page shows all current accounts with the following

information.
Account Services Table
Column Heading Description
Account # ® The account number of the account.
® Account numbers are masked by default, displaying only

the final few digits *3336% . Click the green unmask icon to
see the full number. The red mask icon 10003335&
conceals the number again.

Account Type The type of account.

Account Name The account nickname, or the account owner name.
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Column Heading

Account Services Table (cont.)

Description

Services

Actions

Pending Online
Accounts

The current services that are assigned to the account.

For each account, provides an I want to menu that lets you
edit account nicknames or add services to an account if
available. Also allows you to remove access to online
accounts.

If any pending account activations/approvals by the financial
institution are outstanding, they are listed below the account
information and displayed in red text.

Editing an Acc

ount

The Account Services Edit page provides an account nickname field as well as
buttons to upgrade services. The following information is provided.

Column Heading

Account Services Edit Table

Description

Account Owner
Account Type

Account Number

Services
Account Nickname

Available Services

The official name of the account holder on the system.
The type of account.

® The account number.

®m Account numbers are masked by default, displaying only
the final few digits.

The current services that are assigned to the account.
The nickname given to the account.

The additional online services available on the account. If the
account already has access to all available online services, the
message, “This account has no additional services available”
appears.
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To edit an online account or service, do the following.

1. On the Services & Settings page, click Modify account access in the

Preferences section.

2. In the I want to menu of the appropriate account, click Edit.

Accounts I want to v
External Account Number Account Type Account Name Services Actions
90000456 External Checking Other Ext Checking Transfer To Account | wantto™

Transfer From Account
Account Number Account Type Account Name Services Actions
*0058 1@ Checking My Checking Basic (View/Transfer Funds) I want tov
*0056 '@ Savings My Savings Basic (View/Transfer Funds) | want to v
*6381 9@ Regular Savings 0Old Savings No View Edit {b
Remove Access
*76500@ IRA My IRA Basic (View/Transfer Funds) WHNL WO v
*8817@ cD My CD Basic (View/Transfer Funds) | wantto™
*0653 19 Consumer Loan My Loan Basic (View/Transfer Funds) | wantto™v
Loan Advance
*4380 19 Credit Card My Credit Card Basic (View/Transfer Funds) | wanttov

The Account Services Detail page appears.

3. In the Account Nickname box, enter or change the account nickname,

up to 50 characters.

Note

A default account nickname may have been assigned. Depending
on your institution’s settings, default nicknames may or may not

be editable.

4. If you would like to add an online service to your account, click it under

Available Services.

Not all accounts have additional services available.
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5. Click Submit.

G Help

Services & Settings

Account Services

Account Access Information

Account Type: Savings

Account Number: ~0030

Account Owner: John Doe

Account Nickname: My Savings \
Available Services: This account has no additional services available.

Account nickname changes happen immediately. Account service requests are
sent to the financial institution for processing, and you see a confirmation
screen.

Enabling Access

The Account Services page allows you to re-enable online access to an
account you have previously removed from your online account list. When you
re-enable an account, you will see the current online services assigned to the
account, as well as any additional services that may be available for the
account, such as Bill Pay.

To enable an account for use, do the following.

1. On the Services & Settings page, click Modify account access in the
Preferences section.

The Account Services page appears.
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2. In the I want to menu of an account that has had its online access

removed, click Enable Access.

Accounts | want to v
External Account Number Account Type Account Name Services Actions
90000456 External Checking Other Ext Checking Transfer To Account | wanttov

Transfer From Account
Account Number Account Type Account Name Services Actions
*0058 Checking My Checking Basic (View/Transfer Funds) | wantto™
*0056 1@ Savings My Savings Basic (View/Transfer Funds) | wanttov
*6381 9@ Regular Savings 0ld Savings No Wiew | wantto~
Enable Access
*7650@ IRA My IRA Basic (View/Transfer Fund§)
*8817 cD My CD Basic (View/Transfer Funds) | wantto ™
*0653 1@ Consumer Loan My Loan Basic (View/Transfer Funds) | want to v
Loan Advance
*4389 Credit Card My Credit Card Basic (View/Transfer Funds) | want to v

A Confirmation page appears with your request.

3. On the Confirmation page, verify the account that you would like to re-
enable for online access. Select the Bill Pay service if you want to request

Bill Pay services on a checking account.

4. Click Submit.

O Hep

Services & Settings

Account Services

You have requested to enable online access to this account:

Accounts

Account #  Account Type Account Name  Services

*6381 Regular Savings Old Savings  Basic (View/Transfer Funds)

—> 12ancel
A final confirmation page appears.
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5. Click Done to return to the Account Services main page.

O Hep

Services & Settings

Account Services

Online access to the following account has been enabled

Accounts

Account#  Account Type Account Name ~ Services

*5381 Regular Savings Qld Savings  Basic (View/Transfer Funds)

R

Your request for Online Bill Pay will be processed by your financial
institution.

Adding a New Online Account

The Add New Online Account page provides an easy method to add an account
for online access. An account must already exist at your financial institution
prior to requesting online access.

Note

Due to regulatory withdrawal limitations, you may request Bill
Pay for checking accounts only.

To add a new account, do the following.
1. To access the Add New Online Account page, do one of the following.

+ On the Services & Settings page, click Add account in the Preferences
section.

¢ On the Account Services page, click Add New Online Account in the
main I want to menu.

+ On the Accounts page, click the Add An Account icon (£}) at the top
of the page.
2. On the Add New Online Account page, enter the account number in the
Account # box.

3. In the Nickname box, enter a nickname, up to 50 characters, to help you
identify the account when you view it online.
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Note

A default account nickname may have been assigned. Depending
on your institution’s settings, default nicknames may or may not
be editable.

4. On the Account Type drop-down list, select the account type.

If you would like to add Online Bill Pay to a checking account, select its
Billpay check box.

6. Repeat steps 2-4 for additional accounts.
Review your information, and then click Add Account(s).

O Hep

Services & Settings

Add New Online Account

Use the table below to list all accounts you want ta access online. Please select the correct account type using the drop-down menu

d with an sssy to remember Nickname.

wal limitations, you may use EillPay anly with your checking accounts.

Accounts
Account # Nickname* Account Type Billpay**
123456789 My New Accounﬂ Checking E| Ll
Checking E| Ll
Checking E| i
Checking E| Ll
Checking E| Ll

—> Add Account(s) | '>ancel

The Add New Online Account Confirmation page appears with your
request.
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8. On the Confirmation page, click Submit.

O Hep

Services & Settings

Add New Online Account
You have requested online access to the following accounts:

Accounts

Account # Nickname Account Type Billpay

123456789 My New Account Checking NO

— (O

Your request will be reviewed and processed by the financial institution. You
receive an in-session alert noting the results of the request.

Removing an Account

This function allows you to remove an account from your online account list.
When you remove an account, it will no longer appear online and can no
longer be used for any online transactions.

Any transactions that are assigned to the account at the time online access is
removed that have not already begun processing will be unscheduled and will
not be processed.

All scheduled transfers and bill payments assigned to the account that have
not begun processing will be unscheduled and will not be processed. All
affected transactions will be displayed on the Remove Access confirmation
page. You can go to the Pending Transfers page on the Transfers tab and/or
the Pending Payments page on the Bills & Payments tab to re-assign
another account to any affected transaction.

Note

If this account is the only account with Online Bill Payment services,
all access to Bill Pay will be removed.

Once you remove online access to an account, you can always re-enable the
account for online access at a later date.
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To remove access to an account, do the following.

1. On the Services & Settings page, click Modify access & services in the

Preferences - Online accounts section.

The Account Services page appears.

2. Inthe I want to menu of the account you want to change, click Remove

Access.
@ Help
Account Services
The accounts listed below are authorized for online access. You can perform the following functions on this page-
® Choose "Edit” from the °| want to .." Actions menu to add or medify the nickname for your account and request additional services such as bill pay.
® Choose "Remove Access” from the "l want to " Actions menu to remove online access to the account
On this page you can also
* Choose "Add New Online Account’ from the main Actions menu if you would like to add a new online account.
® Choose "Add External Transfer Account” from the main Action menu if you would like to add a new external account.
Accounts Iwantto™
External Account Number Account Type Account Name Services Actions
90000456 External Checking Other Ext Checking Transfer To Account I wanttov
Transfer From Account
Account Number Account Type Account Name Services Actions
*0058 W Checking My Checking Basic (View/Transfer Funds) Iwanttov
*0056 @ Savings My Savings Basic (View/Transfer Funds) I want to v
*6381 @ Regular Savings 0Old Savings Basic (View/Transfer Funds) I want to v
*7650Q@ IRA My IRA Basic (View/Transfer Funds)

*0653 @ Consumer Loan My Loan Basic (View/Transfer Funds)
Loan Advance

4380y Credit Card My Credit Card Basic (View/Transfer Funds)

Remove Access
8817 cD My CD Basic (View/Transfer Funds {b FWENL W v

Iwanttov

Iwanttov

A confirmation page appears.

3. Review the account information and any pending or scheduled
transactions that may be affected by your request—any pending
transactions will be canceled if you proceed. To print the page for your

records, use the Print function on your browser.
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4. Click Submit to remove online access to the account.

€ Help

Services & Settings

Remove Online Access

By clicking the "Submit" button below, all pending online transactions on the accounts listed below that have not yet begun processing will be cancelled and will not be processed, including scheduled transfers

and online bill payments.

‘You have requested to remove online access to the following account:

Accounts
Account # Account Type Account Name Services
*6381 Regular Savings 0Old Savings Basic (View/Transfer Funds)

“You have the following transactions pending on this account:

Scheduled Transactions
Transaction Type Tracking #  Account Scheduled Date Amount  To Account

Advanced Transfer 144552852 Savings:*0056 12/01/2016 300.00 Consumer Loan*0653
Credit Card:*4389

—> ( E

A confirmation page appears.

5. Click Return to Account Services.

© Help

Services & Settings

Account Services

Online access to the following account has been disabled:

Accounts
Account # Account Type Account Name Services
*6381 Regular Savings 0Old Savings Basic (View/Transfer Funds)

— ()

ONLINE BANKING BASIC SERVICES USER’S GUIDE

Confidential and proprietary to Apiture

October 2018



Chapter 9: Services & Settings Page

325 I

The Account Services page appears.

O Hep
Account Services
The accounts listed below are authorized for online access. You can perform the following functions on this page:
« Choose “Edit' from the *l want ta " Actions menuto add or modify the nickname for your account and request additional services such as bill pay.
* Choose "Remove Access” from the "l want to .." Actions menu to remove online access to the account.
On this page you can also
® Choose "Add New Online Account” from the main Actions menu if you would like to add a new online account.
* Choose "Add External Transfer Account” from the main Action menu if you would like to add a new external account
Accounts | want to v
External Account Number Account Type Account Name Services Actions
90000456 External Checking Other Ext Checking Transfer To Account | want to v
Transfer From Account
Account Number Account Type Account Name Services Actions
*0058'Q Checking My Checking Basic (View/Transfer Funds) | want to v
*0056Y Savings My Savings Basic (View/Transfer Funds) | want to v
*63810@ 4— Regular Savings 0Old Savings No View 4— | want to ™
*7650Q IRA My IRA Basic (View/Transfer Funds) | want to v
*8817 9 cD My CD Basic (View/Transfer Funds) | want to v
*0653 Consumer Loan My Loan Basic (View/Transfer Funds) | want to v
Loan Advance
*4389 G Credit Card My Credit Card Basic (View/Transfer Funds) | want to v

The account that is no longer viewable online is marked with an icon (@)
next to the account number and is listed as “No View” in the Services
column. The account does not appear on other tabs in Online Banking and

cannot be used with any online transactions.

Re-enabling Access

An account that has been disabled from online access can be re-enabled at
any time. Refer to Enabling Access above for details.

Changing Account Nicknames

The Account Nicknames page allows you to name your accounts, making them
easier to recognize in lists and drop-down menus. For example, if you have
one checking account you pay bills from, you can nhame the account “Bill Pay”

to identify it.
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To assign an account nickname, do the following.

1. On the Services & Settings page, click Account nicknames in the Display
Settings section.

2. In the Nickname box, enter a nickname for the account, up to 50
characters. The current nickname, if any, is shown.

Note

A default account nickname may have been assigned. Depending
on your institution’s settings, default nicknames may or may not
be editable.

3. Click Update Nicknames to save your changes.

Account Nicknames

Services & Settings

Type in the nickname to use for each account and click the "Update Nicknames” butten. The account's nickname is displayed in all headings and select menus in addition to the account number.
If you've already nicknamed an account, the current name is displayed in the “Nickname® box. To change a nickname, delete the current ene and type in the new name.

NOTE: Micknames are limited to 50 characters total and individual words in the nickname are limited to 30 characters.

O Help

Account

Checking*0058

External Checking:00000456

Savings:*0056

IRA*7650

CD:*BB17

Consumer Loan*0653

Credit Card:*4389

Nickname

My Checking
Other Ext Checking
My Savings

My IRA

My CD

My Loan

My Credit Card

—» Update Nicknames | Cancel

The Services & Settings page appears. Your account will now be displayed
by nickname in addition to account number.

Note

You can also edit an account nickname on the Accounts page in
its More details dialog box. Refer to Account Details for more.
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Updating Your History Configuration

The ACTIVITY sub-tab of the Accounts page displays your recent transaction
history. You can update the date range of your transactions initially displayed
on the ACTIVITY sub-tab.

To update your transaction history default, do the following.

1. On the Services & Settings page, click Default history configuration in
the Display Settings section. The Default History Configuration page
appears.

2. In the Reporting Period list, select the date range of your transactions.
3. Click Update.

Services & Settings

Default History Configuration

To change the display settings for default history presented on the Account Detail page, select the values and click the "Update" button

Reporting Period:  last 30 Days E|

The confirmation page appears briefly and then the system takes you to
the Services & Settings page.

You have successfully updated your transaction history settings.

Setting a Preferred Language

Some financial institutions offer the Online Banking in languages other than
English. For users of those financial institutions, the Language Preferences
page allows selection of languages for the web site text.

To select your preferred language, do the following.

1. On the Services & Settings page, click Language in the Display Settings
section.

The Language Preferences page appears.

2. In the Language Selection list, select the language for text on the
Online Banking pages.
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3. Click Update to save your selection.

O Help
Services & Settings
Language Preferences
To change the language of this and future sessions, select a language from the list below, and then click the "Update” button.
Language Selection:  English E|
—> Cancel

A brief Confirmation Message page appears with your change. Text in
Online Banking now appears in the language you selected.

Customizing Your List Sorting

The List Sorting page allows Commercial customers to select the default
sorting style for lists, tables, and histories on this site. You will still be able to
re-sort the lists using the sort arrows by the column name on the page
displaying the list.

To change the way a list is initially sorted, do the following.

1. On the Services & Settings page, click List sorting in the Display Settings
section.

2. Under List Name/Screen, find the name of the page to work with. You can
set the following pages.

¢ Account Summary
¢ Account History
¢ Pending Payments (Good Funds financial institutions only)
+ Payment History (Good Funds financial institutions only)
¢ ACH Pending
¢ ACH History
3. To sort the Account Summary page, select from the Sort Style list.
¢ No Change
¢ Account Balance
¢ Account Name
¢ Account Number
¢ Owner Name
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Note

Users with more than 20 accounts see a Search Accounts
section on the Accounts page. This feature lets you narrow the
account list by searching on the Account Name, Account
Number, or Owner Name fields.

4. To sort the Account History page, select from the Sort Style list.
¢ No Change
+ By Date Ascending
+ By Date Descending
¢ By Transaction Description
5. To sort the Pending Payments page, select from the Sort Style list.
+ No Change
¢ By Date Descending
+ By Date Ascending
¢ By Payee Name
6. To sort the Payment History page, select from the Sort Style list.
¢ No Change
+ By Date Descending
+ By Date Ascending
¢ By Payee Name
7. To sort the ACH Pending pages, select from the Sort Style list.
¢ No Change
+ By Effective Date
+ By Batch Name
¢ By Tracking Number
8. To sort the ACH History pages, select from the Sort Style list.
+ No Change
+ By Effective Date
+ By Batch Name
.

By Tracking Number
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Note

Users who have Bill Payments (Good Funds only) and Cash
Management will see additional list sorting options for those
pages.

9. To restore the default sorting method for any page, select No Change.

10. To update and save your selection, click Update.

© Help

Services & Settings

To choose how the following lists are initially sorted, select a sort style and click the Update button.
List Sorting

List Name/Screen Sort Style

Account Summary No Change E|

Account History By Transaction Description E‘

ACH Pending No Change E\

ACH History No Change E‘

—> 12ancel

Mobile Management

By default, for financial institutions that have a license for the Mobile Manager
mBanking service, all Retail and Commercial users have access to the Mobile
Management page. These financial institutions may permit access to the
Mobile Management page for only specific Commercial users, if desired.

To access the Mobile Management page, do the following.

1. On the Services & Settings page, click Mobile Management or
Commercial Mobile Management in the Banking Services section.
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A redirection page appears first.

Services & Settings

Mabile Enrollment

“You will be redirected to the Mobile Banking enrollment site. If you do not get redirected automatically, click the button below to open the enrollment site.
Note: The enrollment site will open in a new browser window.

Click here

The Mobile Management Center then opens in a new window.

2. Follow the instructions on the Mobile Management Center pages to
manage your mBanking devices.

Requesting Documents

The Request Documents page allows you to request copies of transaction
items, such as canceled checks, or documents, such as Service Charge
Information, filed at your financial institution.

Note

Please read the disclosure before submitting your request.
There may be additional fees for this request. Please contact
your financial institution for more details.

To request a copy of a check, deposit, or statement, do the following.

1. On the Services & Settings page, click Request documents in the
Banking Services section.

The Request Documents page appears, as seen on page 332.

2. In the DOCUMENT INFORMATION section, select the account that was
used in the transaction in the Account list.

3. In the Name on Account, Daytime Phone, and Email fields, make sure
the name, phone number and email address are correct.

4. In the Type of Document list, select the type of item you are requesting.
¢ Check
¢ Statement
¢ Deposit Slip
¢ Deposit Item
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+ Service Charge Information
¢ Terms & Conditions
+ Signature Card
¢ Internet Banking Agreement
¢ Privacy Policy
5. In the Check No. or Description field, do one of the following.
¢ For checks: Enter the check number.
¢ For deposit slips or items: Enter the date of the deposit.
+ For statements: Enter the relevant month.
6. In the Amount field, do one of the following.
¢ For checks or deposit slips, enter the amount.
¢ For other items, leave this blank.
7. In the SEND REQUESTED ITEM TO section, do one of the following.

¢ To receive the item in the mail, make sure the address is correct, and
delete the fax number if one is listed.

¢ To receive the item by fax, delete the address and make sure the Fax
Number field is filled in.

8. Read the disclosure at the bottom of the page, and then click Order
Documents.

6 Hep
Services & Settings

Request Documents

DOCUMENT INFORMATION SEND REQUESTED ITEM TO
Account: | Checking*0058 E| Specify either an address or fax number:
Name on Account: | john Doe Name: john Doe
Daytime Phone: | 302-565-1212 Address line 1: 1100 carr Road
Email: jehndoe@example.com Address line 2:
Type of Document: | peposit Slip E| City: Wilmington
State:  palaware E|
Check No. or Description: | 4gied 11/8/2016 ZIP Code:  103p0
Amount (if applicable): 21.12| Fax Number:

Upon submission of the request, | certify that | am an authorized signer on the account. By clicking on the "Order Documents" button below, | agree to pay any applicable fees

for the requested copy.
—> Order Documents | i2ancel

Your request will be processed by your financial institution.
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Reordering Checks

The Reorder Checks page allows you to reorder checks with the same style
and contact information as your last order. For security reasons, you must
contact your financial institution’s OLB Support directly to order checks with a
new style, or to change the address, phone number, or driver’s license
number printed on them.

Note

Financial institutions that offer access to a check provider’s
secure site may allow their users to change contact information
and check styles for all reorders.

To reorder checks, do the following.

1. On the Services & Settings page, click Reorder checks in the Banking
Services section.

2. In the Account list, select the account used with the checks.

If your institution is configured to use a third-party check provider,
account selection is the only option on this page. Click Continue to open
a window to the provider’s site, where you should follow the on-screen
directions to complete your order.

Otherwise, proceed through the following steps.

3. In the Ordered by and Daytime Phone fields, change the name of the
person ordering and the daytime phone if necessary. Changing this
information does not affect what is printed on the checks.

4. In the Starting Check Number field, enter the number to start your new
check series, which is usually the number printed on the final check in
your current series plus one.

5. In the Number of Boxes field, enter the number of boxes of checks you
need.
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6. Click Submit Order.

O Help
Services & Settings

For security reasons, you cannot use this online form to order checks with different styles or contact information (e.g., address or phene number) frem your last check order. If
you need to make changes, please contact Any Institution directly te place your order.

Type over any incorrect infermation and click "Submit Order". You should receive your checks within 7 to 10 business days

Reorder Checks

Account:  Checking*0058 E‘
Ordered By: | Test Customer
Daytime Phoned#:  512-493-2500
Starting Check Number:

Number of Boxes: 1

If you are normally charged for new checks, that fee is debited from your
account. Your checks are sent to the same address as your last order,
usually arriving in 7 to 10 business days.

Note

Some financial institutions provide a direct link to a check
printer’s web site. The check printer’s site is not affiliated with
the Online Banking web site.

Changing Marketing Preferences

The Marketing Preferences page allows you to opt-in or opt-out of any
marketing messages from your financial institution. The marketing messages
give timely information about the state of your account and includes
information that could be helpful in using your online account.

To configure your marketing preferences, do the following.

1. On the Services & Settings page, click Email marketing preference in
the Other section.
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2. On the Marketing Preferences page, click Yes or No if you want to opt-in
or opt-out, respectively, and then click Submit.

@ Hep

Services & Settings

Marketing Preferences

Please indicate your preference on receiving email messages from our institution about our
products and services. Please note, choosing not te receive additional marketing messages about
our services will not suppress any other messaging from this service.

@ Yes, I'd like to receive email notification of products and services from Any Institution.

2 No, | do not want to receive email notification of products and services from Any Institution. |
understand that this will not suppress any other messaging from this online service.

—> 1:ancel

Controlling Personal Finance Software Access

Financial institutions that support the Intuite Quicken/QuickBooks
DirectConnect feature provide the Personal finance software access link in
Services & Settings. The Personal Finance Software Access page allows you to
indicate that a particular Personal Financial Software application is or is not
authorized by you to access your accounts.

To authorize a Personal Finance Software application, do the following.

1. On the Services & Settings page, click Personal finance software
access in the Other section.

The Change Personal Financial Software Access page appears, listing
installed personal finance software applications.

2. Click the Enable link for any personal finance software application that
you authorize to access your account information, or the Delete link for
any application that you did not authorize or no longer wish to authorize.

@ Help
Services & Settings
Change Personal Financial Software Access
As an additional precaution, enable/disable access for your Personal Financial Software by
selecting the Enable or Delete links.
Application Version  First Connection Last Connection Status
Quickbooks 2012 03/17/201613:24:34  03/17/2016 13:24:34  Authorizeg Delete
Quicken Win 2013 03/17/2016 13:22:48 03/17/2016 13:22:48 Pending Enable Delete
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The update page appears.
3. Click Confirm to confirm the action shown.

A confirmation page appears briefly and then the Services & Settings page
reappears.

Sending a Secure Message

The Send a Message page allows you to send an encrypted message to OLB
Support at your financial institution. Because a message is transmitted
securely, you can confidently inquire about sensitive information, such as
account numbers or balances. However, you should never reveal your
passcode. OLB Support does not need it to help you.

To send a secure message, do the following.

1. On the Services & Settings page, click Send a Secure Message in the
Contact Us section.

The Send A Message page appears.

2. In the Regarding list, select the account that you are inquiring about, or
select ‘Other’ if it concerns some other issue. This field is required.

3. In the Category list, select the message type. This field is required and
helps the system transmit the message to the responsible OLB Support
representative at the financial institution.

4. In the Subject box, type a few words to identify your message. This field
is required and has a maximum length of 40 characters.

5. In the Message box, type your message. Do not include your passcode in
the message; OLB Support does not need it to help you.

6. To attach a file to the message before sending, if your financial institution
offers this service, do the following.

+ Drag a file from another window and drop it in the attachment area
below the Message box.

- OR -
+ Click browse to find and attach the file to the message.

You can attach a file of up to 5 MB. Some file types are not allowed. If you
have secure file transfer privileges, the maximum file size is 20 MB. Any
attached files are listed at the bottom of the page.
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7. Click Send Message.

O Hep
Messages
Send A Message
Regarding I My Checking Checking *0058
Category: I About a Transaction
Subject I Why do some transactions say UNPOSTED?

Message Some transactions in my activity list say "UNPOSTED".

What does this mean? | am attaching an image file showing what | am seeing.

L L]

Attachment:

[ account_info.jpg

browse

\ﬂ

Send Message

m

The Secure Message Sent page appears. You have successfully sent a secure

message to the financial institution.

Making a Secure File Transfer

If your financial institution offers the secure file transfer option and you have
been granted the corresponding privileges, you can securely send files of up

to 20 megabytes to your financial institution. Files sent this way must be text
files (including .tsv and .csv) and can include sensitive information.

To make a secure file transfer, do the following.

1. On the Services & Settings page, click Send a Secure File in the Contact

Us section.

The Send A Message page appears.
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@ Hep
Messages

Send A Message

To send a secure message to Any Institution, select what it is regarding, the subject and category, type in your message and click "Send Message”.

If you wish to attach a file, compose your message first, then click "Attach File"

Regarding: =~ Select One E|
Category: =~ Secure File Transfer E|
Subject:

Message:

Send Message | Attach File

2. In the Regarding list, select the account that you are inquiring about, or
select ‘Other’ if it concerns some other issue. This field is required.

In the Category list, ‘Secure File Transfer’ is set by default.

3. In the Subject box, type a few words to identify your message. This field
is required and has a maximum length of 40 characters.

4. In the Message box, type your message. Do not include your passcode in
the message; OLB Support does not need it to help you.

Click Attach File.

6. Click Browse to find and attach the file to the message. You can attach a
text file of up to 20 MB.
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7. Click Confirm to send the message with the attachment.

O Help
Message Review/Confirmation

To send the message click "Confirm".
If you would like to send an attachment with the message, select file by clicking "Browse" and then click "Confirm".

Category: Secure File Transfer

Subject: Checking:*0058 (1000058):File to analyze
Date / Time: 11/18/2016 1:35 pm CST
Attachment: | B transactions.txt <—
Max file size - 20 MB,
Message: This is my transactions file. Please compare it with your records.
— (C3E=

The Secure Message Sent page appears. You have successfully made a secure
file transfer.

Using Live Chat

The Live Chat feature, if supported by your institution, lets you get real-time
assistance from a live Customer Service representative on questions or
problems you may have with your accounts.

To use Live Chat, do the following.

1. On the Services & Settings page, click the Live Chat link in the Contact
Us panel on the right side of the page.

A new window opens, from which you can access the chat system. Follow
the instructions to connect to a representative.

2. Once you have connected, type your questions in the chat window and the
representative will type responses.

The Live Chat link also appears in the Welcome Center, and a Live Chat slide-
out gadget appears along the right side of the Online Banking page.

During hours when Live Chat support is not available, a “Live Chat - Offline”
message appears.
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Finding a Branch or ATM

Some financial institutions subscribe to a service that lets you find “brick and
mortar” locations and ATMs for the institution.

To view location information for your financial institution, do the following.

1. On the Services & Settings page, click the Visit Us link in the Contact Us
panel on right hand side of the page.

The link opens a new tab or window with information on branch office and
ATM locations for your local area.

© Hep

Services & Settings

Any Institution

Address: 11950 Jollyville Rd
Austin, TX 78759
Phone: 800-421-1105

Faxe 512-493-2500

Return to Services & Settings

2. Use any controls provided to adjust the display to focus on the area or
type of location you need.

Frequently Asked Questions

General
Q: What are services and settings?

A: Services and settings allow you to request many standard financial
services, including reordering checks, requesting stop payments, updating
contact information, and ordering copies of documents, such as canceled
checks, disclosure forms, and loan agreements.

You can also send questions or comments to your financial institution through
encrypted message, change your passcode, and look up contact information
for your financial institution, including addresses, phone numbers, and fax
numbers.
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Q: Can I default to a different page when I log in rather than going
straight to Home?

A: No. The Home page is the starting point for your Online Banking sessions.

Managing Your Account
Q: How do I change my address?

A: On the Services & Settings page, click Change phone, email, or
address. This information will be sent to your financial institution via a secure
message to request changes to your address for all of your accounts.

Q: If I change my address on the site, does it change the address on
my account at my financial institution?

A: No, changing your address on the system sends a secure message to your
financial institution notifying them of the requested change.

Q: Why does it say “"Information Received” when I change my
address, and not “"Address Updated”?

A: The address change information you have entered does not automatically
change your address. This information is sent via secure messaging to your
financial institution. They will make the change.

Q: How do I change my passcode?

A: On the Services & Settings page, click Passcode under Security Settings
- Change your: to change your passcode.

Q: How often do I have to change my passcode?

A: Changing your passcode is at your discretion. If you feel that your
passcode has been compromised, you should immediately change it and
contact your financial institution. However, you can change the passcode at
any time from the Services & Settings page.

Some financial institutions may require passcode changes periodically; check
with your institution for details.

ONLINE BANKING BASIC SERVICES USER’S GUIDE
Confidential and proprietary to Apiture October 2018



Chapter 9: Services & Settings Page 342 I

Q: Why can’t I change my passcode without getting an error
message?

A: The passcode you entered does not pass our security check. To maintain

tight security, you must choose a passcode that meets the minimum required
length, is unique, and cannot easily be deciphered. Observe the requirements
and tips shown on the Change Passcode page when changing your passcode.

Q: What do I do if I forget my passcode?

A: If your financial institution offers the Automated Passcode Reset feature,
click the Forgot your passcode? link on the Login page. If your financial
institution does not offer this service, call your financial institution to reset
your passcode. They will assign you a new temporary passcode. As soon as
you use it to log in, you will be required to change it again to ensure security.

Accessing Banking Services
Q: How do I reorder checks?

A: On the Services & Settings page, click Reorder checks under Banking
Services. For security reasons, you can only reorder checks with the same
style and address as your current checks.

Q: Can I specify if I want a different check style when I reorder
checks on the Internet?

A: No. To change the check style, contact your financial institution directly.
Q: How do I send an message to my financial institution?

A: On the Services & Settings page, click Send a Secure Message.

Q: Can I change my access ID?

A: Yes, if your financial institution offers this option. On the Services &
Settings page, click Access ID under Security Settings - Change your:.

Q: What type of files can be used with Secure File Transfer?

A: You may only send text files using Secure File Transfer.
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Contacting Your Financial Institution
Q: How do I report a problem?

A: For most problems, click Contact Us in the Welcome Center to go to the
Services & Settings page, then click Send a Secure Message. Describe
your problem in the message and send it to your financial institution.
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A

Access ID

The username that you enter along with a passcode to identify yourself when you log in to
Online Banking. Your access ID must contain from 5 to 20 characters, cannot contain your
tax ID/Social Security Number, and cannot have been used by your financial institution for
any other user. It can contain a combination of alpha, numeric, or special characters, and
is case-sensitive.

Account Number

A number identifying your account. Many companies, such as credit card companies,
utilities, and magazines, assign their users an account number. This number usually
appears somewhere on your bill from them. If you have a credit card, for example, your
account number would be your credit card number.

Account Statement

The monthly tally of transactions on your account. You can view or print statements for
past months from within Online Banking.

Account Transfer

Moves funds from the selected Online Banking account into another Online Banking
account.

Accounts tab

A page with detailed information about individual accounts, including a history of
transactions made with the account in the past month.

ACH (Automated Clearing House)

An electronic funds transfer system, which provides for the transferring of interbank funds
electronically.

Actions

A column on some Online Banking pages containing I want to menus that provide access to
information and editing options for each account or other item listed.

ACTIVITY
A sub-tab on the Accounts page showing a history of transactions on the current account.

Alert

An event or condition as defined for Notify Me Alerts or the My Spending feature that can
generate an automatic notification to the user via email and/or text message. Account
activity alerts, messaging alerts, security alerts, and spending alerts are provided. Users
can set parameters and delivery options for alerts, and opt in or out of receiving them.
(Most security alerts do not allow opting out.)
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ALERTS

A sub-tab on the Accounts page showing recent Account Activity alerts on the current
account and allowing setup of alerts for the account.

As Of

The date for which the balance is accurate; that is, the date of the last known transaction
and/or balance update.

Automated Passcode Reset

A feature that allows a user to reset his or her passcode if it is forgotten. The process takes
the Online Banking user through a number of validation pages to verify the user’s identity.
After the validation process, the user can enter a new passcode. A passcode reset
confirmation is sent to the user. The user is directed to record the passcode reset
confirmation code and enter it on the Passcode Reset Confirmation page after logging on to
the system.

Available Balance

The amount currently available for withdrawal or transfers from the account, which reflects
any recent, unposted transactions or holds on the account balance.

B

Balance Adjustment

The difference between an account’s Previous Day Balance and its Available Balance, which
is the total of any recent transactions that have not yet posted.

Browser

The program that allows you to access web sites on the Internet. Mozilla Firefox and
Microsoft Internet Explorer are two popular web browsers.

Button

A clickable on-screen graphic image that looks like a button. Click the button image to
execute a command.

C

Click

Press and release the mouse button once. If your mouse has more than one button, “click”
refers to the primary mouse button, normally the left button.

Confirmation Code

An alphanumeric security code sent to you by the system when you submit a request for
passcode reset online. You must enter the code in the system in order to proceed.
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Customer Validation

An automated method of authorizing access to an external account for transfers to and
from Online Banking accounts. Customer Validation requires the OLB user to verify the
amount of two small deposits made to the external account after a request is submitted.
This is an optional feature that institutions may offer customers, and is available only with
external checking and savings accounts. It is not available with loan accounts, which must
use the FI Authentication method.

D

Daily Ledger Balance
The official balance received from your financial institution during the daily update.

Delivery Mode

A method by which alert notification messages can be sent to users. Available delivery
modes are Primary email address, Secondary email address, and for financial institutions
that offer SMS text messaging, a mobile phone number.

E

E-Document

A document, such as a legal notice, disclosure or terms and conditions, offered by some
financial institutions for their Online Banking users, that is delivered online in electronic
format. E-statements are also considered e-documents.

E-Statement

An account statement, offered by some financial institutions for their Online Banking users,
that is delivered online in electronic format.

Electronic Payment

A funds transfer to another party made electronically, directly through your financial
institution.

Error Message
Information that helps OLB Support advise you about an unexpected computer event.

External Transfers

An enhancement to the existing internal transfer service. This service allows retail users to
transfer funds between their Online Banking accounts and an external account at another
financial institution.
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F

FI Authentication

A manual method of authorizing access to an external account for transfers to and from
Online Banking accounts. FI Authentication requires the OLB user to submit documentation
to their financial institution verifying that the user is authorized to access the requested
external account. On that basis, the FI approves or declines the request.

Field

A labeled box on the Online Banking page where you can enter information. Type the
requested information in the blank space.

Financial Institution

A bank, credit union, lender, or other company that holds and manages financial accounts
for users, and provides the Online Banking service.

G

General Help

An area within the online help system that provides overview information and FAQs on all
areas of Online Banking.

I

ID No. (Pending Payments page)

A unique ID number assigned to each payment you make. The number is used to track any
payments you have questions or concerns about.

Internet Transfer
A movement of funds from the selected account into another Online Banking account.

I want to menu

A dynamic drop-down menu that provides options related to the page or table item it is
associated with. “I want to” menus are found throughout the Online Banking system, and
the available actions they contain can vary depending on the page or the current state of
an associated item. Selecting something from an “I want to” menu typically opens another
page or dialog box.

L

Ledger Balance
Another name for Previous Day Balance.
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Link
A short section of text, usually colored blue, that you can click on. Clicking on a link makes
another page appear.

Log In

To begin an Online Banking session securely by identifying yourself using a unique Access
ID and a secret passcode.

Log Out

To exit an Online Banking session using the Log Out link, in order to properly disconnect
from the online system.

M

Masking

A security measure that reduces the exposure of sensitive information. By default, account
numbers for most types of accounts are partially hidden, displaying only the last several
digits. In some places, an accompanying “unmask” icon (=3335% ) allows the full number to
be temporarily revealed when necessary.

Mobile Enroliment
Enrollment in the Mobile Manager mBanking mobile banking service. By default, for
financial institutions that have a license for the Mobile Manager service, all users (Retail
and Commercial) have access to the Mobile Banking Enrollment page. These financial
institutions can request a setting that will allow them to permit access to the Mobile
Banking Enrollment page for only specific Commercial users.

Mobile Phone

An optional phone number that users can enter. When the number has been enrolled, it
can be used as delivery mode for alert text message notifications.

N

Notify Me Alerts

A feature providing automated notification to the user of important account activity,
messages, and other events. Users can configure Notify Me Alerts to send notifications on
just the alerts that they want, send them to preferred email address(es), and qualify
certain alerts with trigger settings, such as a balance threshold. Financial institutions can
opt to support notification via SMS text messages.
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o

Online Banking

The web-based financial site described in this guide, provided by your financial institution
for you to access their financial services.

Online Bill Pay
A service that allows you to set up automated online payments. You select the person or
company to make a payment to, and the payments system withdraws the money from
your account and sends the payee a paper check or an electronic payment. You can
schedule payments in advance. You can even set up payments to reschedule themselves
automatically.

Owner

The owner of the account. For joint checking accounts, only one name will appear if each
account owner has a separate file at your financial institution.

P

Passcode

The password you enter along with an access ID to log in to Online Banking. Passcodes can
be up to 64 characters in length, must contain at least one number and one letter, and are
case-sensitive. Passcodes should be kept secure, and never revealed to anyone.

Payee
The person, business, or organization to which you make a payment.

Payment Made Online
An indication that a payment was made through this Web site.

Previous Day Balance

The account’s balance at the end of the previous banking day, which reflects transactions
posted up to that point. Previous Day Balance does not include any recent, unposted
transactions. Sometimes called Ledger Balance or Current Balance.

Primary Email Address

Your main email address, entered when you signed up for Online Banking. The Primary
email address is the default method of email communication with users. Security alerts are
always sent to the Primary email address.

Privileges
A set of permissions associated with a login identity that serves to control a user’s access
to services.
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R

Remove Online Account

A Services & Settings feature that allows an online user to disable any viewable accounts
(i.e., set the account to a “"No View” state). The account is still active for balance, history,
or statements updates but can no longer be viewed or used for an online transactions on
the system.

S

Scroll

Moving up and down or right to left to see all of the information on the page. Often done by
clicking the mouse in a special bar on the side or bottom of the page.

Secondary Email Address

An optional, alternative email address that users can enter. Used as another possible
delivery mode for alert notifications.

Security Code

An alphanumeric code sent to you by the system when additional authentication is
required. You must enter the code in the system in order to proceed.

Security Key Certificate

An electronic credential. Your browser must have a current security key certificate to
connect securely to the system.

Security Verification Questions/Answers

A series of generic questions about personal information and their user-supplied answers,
used by a financial institution and the system to identify you in the event that you forget
your access ID or passcode.

Sensitive Message

An Online Banking message that contains personal information such as account numbers,
and therefore needs to be kept private.

Sidebar

A navigational panel that appears along the left side of the Home and Accounts pages,
providing key information and shortcuts to other areas of Online Banking.

SMS

Short Messaging Service, a standard for transmission of brief text messages to and from
cell phones and other mobile devices.

Supermenu
An enhanced type of drop-down menu within Online Banking. In addition to typical menu
items that can be selected, a supermenu can contain buttons, links, and information items.
The Accounts tab and the Messages and Alerts headers have supermenus.
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T

Text Messaging

Communication by short, text-only messages, commonly sent and received using a cell
phone or other mobile device. Online Banking allows financial institutions that support the
service to send Notify Me Alert notifications by SMS text message.

Transaction History
A list of the account’s transactions covering a given date range.

Transfer Description

A brief note that can be entered to explain the reason for a transfer. This memo appears in
your Online Banking account history.

Transfer ID

A transfer’s confirmation number. Refer to the Transfer ID number if you have any
questions or problems with a transfer.

U

Urgent Message

A message that is important for you to read as soon as possible. For example, a
notification that the server will be unavailable for an hour during an upgrade.

w

Welcome Center
The area at the top of the page in Online Banking that contains the Welcome menu, the
Log Out link, the Contact Us link, a Live Chat link for institutions that have live chat
support, the Messages supermenu, and the Alerts supermenu.

Welcome menu
A drop-down menu within the Welcome Center with the header “"Welcome <user’s
nickname>". Options in the Welcome menu include shortcuts to edit the user’s nickname,
change the access ID, and go to the Services & Settings page.
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