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Welcome to Business 2.0 Product!

In this tutorial, you will learn how to utilize your Bill Pay
Business 2.0 product and all of its time and money saving
features. If you have your Bill Pay Demo handy, please
feel free to open it and follow along.

Important message: The screens you will see in this
tutorial were made for demo purposes only, and may
contain unrealistic payment and payee information. If you
have questions that are not addressed in the tutorial,
please contact a Subscriber Support specialist or your

Adams Bank & Trust Business Banker.
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Section One
Enroliment & Login

Enroll Now

Enrollment Form
Enrollment Form Email
Login

Login PIN

First Time Login Interrupt

R "SR " . . .
1
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B = 1 - =

= “Tistitition

entoll E@) Login to Bill Pay
now "

wnere do | epter my FING

()
U the Browser Compatibility Check
E,!'jdehq —

10,46 AM EST © Copyright 2008 Version 2.0

First time business users will first need to enroll to receive access to the
business product. As always, an F| representative will have to approve this
enrollment. To begin the enrollment process, the potential user must select
the “Enroll Now” button on this screen.

|» company information

E= Y N
| : click here

T
|p primary account holder
[Firstiian i [t
| i |

|» account information

e =z

|» security information

[ [ S
| F P AN you're minutes away from
N running your back office online...

[» accept and submit

Check the box below to accept Terms & Conditions
View Disclosire Agepeement

I~ IAccept

After selecting the “Enroll Now” button, the user will be diverted to this
enrollment form. The one page form requires that you enter the displayed
information. After entering the information and accepting their financial
institution’s terms and conditions, the business user should select the
“Submit” button.
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2
‘@g@@ thank you...here's what's next

1 | You will recieve an email 2 | How will I access Bill Pay 3 | While you wait...

How do you know your activated? How do | Log in to Bill Pay? While you wait we recommend you
perform a browser compatibility check to
rmake sure your computer will work with
your internet banking website and click Bill Pay.

the Bill Pay link to get started ~
The next time you log into you internet | | Browser Compatibility
Ibalzuking wehsite you will see the Bill Pay " Check
ink.

You will receive a notice via email that

Once you're activated simply log into
your account is activated

‘foucan call 1-888-288-8888 and speak

You may also want to try out our Bill Pay
to a representative

demo o explore the features of our
product.

%) Trythe Bit Pay Demo

After submitting their business information, the business user will be
diverted to this page of information. The user will receive an email when
their account has been activated, and will then have full access to their
business bill pay account. The business user will simply need to login to
their internet banking site and click the Business Bill Pay link to get started.
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j) Login to Bill Pay

User ID:

Browser Compatibility Check

10:46 AM EST © Copyright 2008 Version 2.0

To enter the Business Bill Pay account the business user must first enter
the User ID they created during their enroliment process. After entering
this information, the user should select the “Login” button.

\
N N
How s o .2 e Your Security Key
How do you know it's us?
oo
Both your User ID and you PIN are required fo
access your Bill Pay account. You should never ity Key?
enter you PIN if you do not see or recognize your ca" o 933 5573592"‘-’ 355 ﬂa“‘:e
personal Security Key.
Your personalized Security Key reassures you Flonas Entor Yeun B
that you are logging into the authentic Bill Pay I Submit I
web site : 5
Forgot Your PIN
.. >
4
10:46 AM EST ® Copyright 2008 Version 2.0

The business user next must enter their PIN, also created during their
enrollment process. After entering this data, the user should select the
“Submit” button.
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before you get started...

|p complete challenge prompts
I =

| :
|

I
I

|p confirm email address [p provide security key
I
[

|p update pin
] "

|p accept ach disclosure [paccept disclosure change

Check the box below to accept Terms & Condlitions Check the boxbelow to accept Terms & Convlitions
View Disclosure Aqepeemert View Disclosure Agepeement

™ 1Accept ™ 1Accept

At the first login, after successfully entering the User ID and PIN created
during the enrollment, the business user will encounter this “interrupt
screen”. This screen will only appear once, at the first login.

On this screen the user is required to select 3 additional Challenge
Prompts, confirm their email address, provide their security key, update
their pin, and accept any remaining disclosure statements. After entering
this information, the user should select the “Submit” button to gain access
for the first time to their Business Bill Pay account!
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Section Two

Options Tab

Company Profile 2-1
Manage Bill Pay Accounts 2-2
Manage Users 2-3
Personal Profile 2-4
E-Notifications 2-5
Reports 2-6
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Welcome: Laurie Smith w
home logout
Yo G open 0 log

ur Email: Ismith@demo.com
Last Login: 8:37 AM EST 1241872008

I OPTIONS
(il

Company Profile J M &lelmve messages waitin
Manage

Y R — . N—

8:46 AMEST © Copyright 2009 Version 2.0

Let’s first discuss the “Options Tab” in the Business Bill pay product.

There are several functions that can be accomplished under the Options
Tab. Business users may have the ability (with correct permissions) to
update their company’s profile, manage their company’s bill pay accounts
(their pay from accounts), manage users of their company’s business bill
pay product, generate reports, manage their company’s e-Notifications, and
update their own personal profile.

We will discuss each of these functions in some detail over the next several
pages of information.
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"{T; home ol . @?g logout

Enter Challenge Response [XI Close

For security purposes, you will be required ta answer challenge phrases prior to
sensitive transactions. 01

To proceed, please enter the
correct challege response.

Qm -QM

Kentucky hd

Before a Business Bill Pay user can gain access to the “Company Profile”
option, the user must first correctly answer a Challenge Prompt.

This Challenge Prompt will be randomly selected by the system from the
list of 4 or more Challenge Prompts that each business user created during
their enrollment, or when they were added as a business user.
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Options » Change Company Profile
u 2 | Edit
Change Company Profile
Company Information * Required Field
ny Street
[sute #443
""" [Elizabetitown [ ~| |4
[z70 T [e=
[eo I [1234
Dual Signatures Required PIN Change Frequency
Require Dual Signatures: < On C on T Force PIN Changes: | =k -I
o back 3 submit

After correctly answering the Challenge Prompt, the business user is
diverted to this page.

From this screen the business user can update their company’s street
address, city, state, zip code, phone number and fax number. In addition,
the business user can change the requirement for dual signatures and can
also modify the frequency with which users are required to change their
PINs.

After modifying the desired information, the business user should select the
“Submit” button on this screen.
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Welcome: Laurie Smith
chat logout
Your Email: lsmith@demo.com G home @ open @ log

Last Login: 8:37 AM EST 1241872008

q—-

m M e\_@,van have messages waitin

Manage

8:46 AM EST © Copyright 2009 Version 2.0

Business Bill Pay users will also want to have the ability to manage their bill
pay accounts, or the accounts that they pay their bills from. Users can do
this by selecting the “Manage Bill Pay Accounts” button.

\rw'r&nali?'g:;:ﬂ;:;mm Ghno @ atopen c‘lnwt

Lagt Login: 8:37 AM EST 12482000

COptions « Manage Bill Pay Accounts

l]:II Pay Accounts Add New Account

MNickniama Aopint Mumbar Agcoun! Type Status Drafailt

Habby Accaunt [ verweyryewerm— | Approvad [

Nickname  Hobby Accourt
Payrall Cancel Bubmit Approved «

\.
Primary Checking —aL Chacking Approved "
Detaull Account

When choosing the “Edit” function, the Business user will be presented with
this layer, allowing them to edit the pay from account’s Nickname. After
modifying this information, the user should select the “Submit” button.
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Qptigne « Manage Bill Pay Accounts
Bill Pay Accounts
Nickivamea Account Nurmbar Account Typs Status Dafa
Payroll 4 hecking Approved ~ Edit
Default Accoun ] alabs
Prievary Chigcking beininbid i 17 Checking Approved (o Edit
Daiste
hportant:
The transaclions halow s
Whiat would you like to do?
(8
C | Delete this Account | | Cancel ]
To Amount Process Date Additional lems
Confinmation & 1
e $150.00 1202000 Freduancy One-Time
Electionic
Transaction Type Fayment
Confirmation = 2
L $65.00 112042008 Frequency One-Time
Elettionic
Tranzastion Type Faymant
Confirmation = 3
Mo2 Mol $200.00 1202000 Trequsnoy: OneTime
Chad
Teaneaction Type Payment
it Confirmation = 42
:'ar:c t{)\llmn, $1,200.00 1520020009 Frequeny One-Time
actronic Transaction Typa | Tuaneter
. Confinmation & 40
mi"“" Sl $999.00 112372008 Fibduasiy Oe-Time
Transaction Type Fayment

Business users also have the ability to delete their pay from accounts. If a
pay from account attempting to be deleted has transactions scheduled to
process from it, the business user will be presented with this screen. The
user will have the option to delete the account and stop all associated
transactions, or delete the account and allow changes to be made to the

associated transactions.
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Options « Manage Bank Accounts - Add Bill Pay Account

Bill Pay Accounts Add New Account

Add Bill Pay Account " Required Field

B2 A

Business Bill Pay users with the correct permissions will have the ability to
add new pay from accounts. When adding a new pay from account, the
business user will need to enter an account nickname, account number and
account type (checking, savings). After entering this information, the user
should select the “Submit” button.

Options * Manage Bank Accounts » Confirm Bill Pay Account

1 ﬂ Funshed

Bill Pay Accounts

Confirm Bill Pay Account

Nickname: Secondary Checking You have successfully added a new Pay From account. You will receive a secure
Account Number: R T 0 message when the account has been approved. Please allow up to three

Account Type Checking business days for processing.

o return to account list o add another account o return to options

After entering the correct information for the new pay from account, the
business user will be diverted to this review screen.
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Welcome: Laurie Smith C 0 logout
Your Email: Ismith@demo.com u home ‘ﬁ) open log

Last Login: 8:37 AM EST 12/18/2008

N et | Dsutmemessses ot

Manage

8:46 AM EST © Copyright 2009 Version 2.0

Business users with the correct permissions will also have the ability to
manage the business users with access to the business bill pay account.
The Business user can access this functionality by selecting the “Manage
Users” button.

Options » Admin User List

Admin User List Add New User

Last Name First Name User Name Last Login

Smith Laurie husiness98999 81232006

Locked

Doe John JohnDoe01 08/22/2008 Edit
Dealete

Srith Cash cperez 6/28/2006

Winslow Frank test00 6/21/2006

Lisa Cash cperez 6/28/2006

Johnson Jane doe2234 8/28/2006 Edit

Locked Delete

-

ermissions Settings

Business users have the ability to edit and delete business users, as well
as modify permission settings from this screen. The business user can
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initiate each of these actions by selecting the appropriate link from this
page.

Options - Admin User List
Add New User
Last Name First Name User Name Last Login
Smith Laurie business9999 8/23/2006 Edit
Primary User
Laurie User ID* business3999
R PIN® -
Smith Email Address™ ﬁsm‘nh@g@mybﬂls.com 1
Change [~ Comments d
v I J
| save |
Doe John JohnDoe01 087222008
Srnith Cash cperez 6/28/2006

First, a business user with appropriate permissions will have the ability to
edit another business user’s account information. This screen allows the
business user to edit the user’s name, user ID, PIN, and email address.

In addition, a Primary Business User has the ability to unlock business
user’s that have become locked out due to Challenge Prompt failures or
PIN failures.
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| | User Information

View lame: Laurie Smith
Primary User
b
| Payments * Options
W Schedule Bill Payments (all) W Access Reports
v Schedule Email Payments (all) v Update Company Info
v Establish Payment Caps (all) v Manage Billpay Users
Far v Payroll Deposits v Manage Pay From Accounts
v Tax Payments v Schedule Reminders

v Designate Pay From Accounts
v Payment History ' Message Center

W Access Message Center
+ Transfers

v Add Transfer Accounts
' Approve Authorit
v Schedule Transfers (all) ik y

 Establish Transfer Caps (all) v Approve Transaclions
v Transfer History

| Payees
v Manage Payees
v Add Employees

A business user that chooses to “Edit Permission Settings” will be
diverted to a screen such as this. The business user will see the current
permissions available to the chosen user. Permissions are divided into
separate categories that include Payments, Transfers, Payees, Options,
Message Center and Approve Authority. To grant new permissions, or take
away permissions, the user should select the “Edit User Permissions”
button.
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| | Add New User

Add Add User Information

Uszear Information }

O back

* Required Field

Business users with appropriate permissions also have the ability to add
new business users. This screen displays the information that must be
added, which includes the user’'s name, PIN, User Name, and email

address.

After entering this user information, the business user should select the

“Next” button.
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’ Add New User

Add
Add User Information
User Information P User Name: Brian Rick

Select a user type

Owner/Business Manager .
0 Bus - = Once you select a user type, we will display the
i e L default permissions below which are editable
" Administrative Cler}

Default Permissions

There are currently no permissions selected for this user.

The business user will be diverted to this page after selecting “Next”. From
this screen the business user must select a “user type” for the new user
that is being added. Available user types include “Owner/Business
Manager”, “Business Accountant”, and “Administrative Clerk”.

The next several screens will demonstrate the default permissions for each
of these user types.
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J | Add New User

Add )
Add User Information
User Information » User Name: Brian Rick

User Type: Owner/Business Manager

Select a user type

' Owner Business Manager Default Permissions: The default permissions

" Business Accountant for Owner/Business Manager are displayed below.

" Administrative Clerk You are required to save these permissions by clicking
the Save hutton below:.

Once you have saved these permissions, you can
further edit them by using the Edit Permissions menu
on the left.

Default Permissions for Owner/Business Manager

) Payments ) Options
v Schedule Bill Payments (all) v Access Reports
v Schedule Email Payments (all) v Update Company Info
X Establish Payment Caps v Manage Billpay Users
v Payroll Deposits v Manage Pay From Accounts
v Tax Payments v Schedule Reminders
X Designate Pay From Accounts
v Payment History + Messaage Canter

The default permission settings for an Owner/Business Manager are
displayed on this screen. The business user can modify these
permissions, after being saved, by utilizing the horizontal listing on the left
of this screen.

© 2009 Learning & Development 21 Effective Date: January 2009



‘ Add New User

Add Add User Information
User Information P User Name: Brian Rick

User Type: Business Accountant

Select a user type

" Owner Business Manager Default Permissions: The defaull permissions
@ Business Accountant for Business Accountant are displayed below. You are
required to save these permissions by clicking the
Save butlon below,

 Administiative Clerk

Once you have saved these permissions, you can
further edit them by using the Edit Permissions menu
on the left

Defauit Permissions for Business Accountant

Y Payments | Options
v Schedule Bill Payments (all) v Access Reporls
v Schedule Email Payments (all) X Update Company Info
X Establish Payment Caps X Manage Billpay Users
v Payroll Deposits v Manage Pay From Accounts
X Tax Payments v Schedule Reminders
X Designate Pay From Accounts
Pa .
WFaymantHistory ) Message Center

v Access Message Center
*| Transfers

N Aol Temmedog i oains

The default permission settings for a Business Accountant are displayed on
this screen. The business user can modify these permissions, after being
saved, by utilizing the horizontal listing on the left of this screen.
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{ ‘ Add New User ‘

Add
Add User Information
User Information » User Name: Brian Rick

User Type: Administrative Clerk

Select a user type

© Owner Business Manager Default Permissions: The default permissions
" Business Accountant for Administrative Clerk are displayed below. You are
& Administrative Clerk required to save these permissions by clicking the

Save button below.

Once you have saved these permissions, you can
further edit them by using the Edit Permissions menu
on the left

Default Permissions for Administrative Clerk

+) Payments + Options
v Schedule Bill Payments (all) X Access Reports
X Schedule Email Payments X Update Company Info
X Establish Payment Caps X Manage Billpay Users
X Payroll Deposits X Manage Pay From Accounts
X Tax Payments v Schedule Reminders
X Designate Pay From Accounts
v Payment History 3 Message Center

. Vv Access Message Center
*) Transfers

The default permission settings for an Administrative Clerk are displayed
on this screen. The business user can modify these permissions, after
being saved, by utilizing the horizontal listing on the left of this screen.

Welcome: Lawtie Smith
Vour Email: lsmithiidemo.com & home (o) open (@4 tegout

Last Logir 511 AM EST 124872008
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Business users also have the ability to access and modify their personal
business bill pay account information. In fact, the business user can view
their personal contact information, change their PIN, change their default
page, and manage their Challenge Prompts. Each of these functions will
be described in more detail in the following several images.

Wsicome Launle Sndth
Vour Email: ismithddeme.sem

Qplions » Personal Profile » Contact Info

Emiail Addlress

Current Emall Address  ismithi@demo com

Phona Numbar s

Contact Phone 1 (555) 5551234

Contaci Phone 2 (555) 5554321

€ rome )

L gpen c‘lﬂm

Last Login' 11 AM EST 1201802008

Business users are able to edit their email address and phone numbers.
They are also able to modify their short text address and add additional

short text addresses.

elcomme Laurte Somith
¥our Emalk (smithdeme.som

ptigns « Persgnal Profite - Change My PIN

Mindnasm PN length 2 chasacters
PiN length' 20 ¢charactars

ot svailatde on product Demo

o bagk

GMI m 1t ppen @“"

n !

@ submi

Lost Logen: §11 AM EST 1 2182008

Edit

* Raquired Flald
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Business users also have the ability to change their PIN under the Options
tab. The PIN requirements (character and length) established by each
individual financial institution are displayed to guide the user as they create
their new PIN. The new PIN will be effective at the business user’s next

login.

Wielcome: Laurie Smith
logout
Your Email: Ismithitdemo.com € R m opon a o
Last Login: 911 AM EST 1248/2008

m“ —

Opfions = Personal Profile - Default Page
1 B Edit

Default Page

Change Default Page

When a default page is chosen, your bill pay session will open to the page of your choice.

Home Page Payments

& Home Page € Main
o Single Payment
' calendar
¢ Payroll Deposits
© shortcut

Transfers
© Main

' Single Transfer
C Calendar

Business users also have the ability to select the page that displays after
logging in to their business bill pay account. The business user may
continue to display the “home page”, or they can choose to display a page
related to transfers or payments.

After selecting the new default page and selecting “Submit”, the changes
will take effect at the business user’s next login.
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OPTIONS
=

—
Options » Personal Profile » Challenge Phrases

Challenge Phrases

Select a Challenge Phrase

Please select a minimum of four challenge phrases below. In the inferest of security and protection for you, we'll use these
phrases when sensitive transactions are being initiated

Your Phrase [Choose a Challenge Phrase =l

Your Current Challenge Phrases

Mother's maiden name
City you were born
Pet's name

Father's middle name

o return to personal profile

Business users have the ability to manage their Challenge Prompts within
the business bill pay product. Each business user is required to maintain a
minimum of 4 Challenge Prompts on their personal account. Users will
have the ability to add and remove Challenge Prompts. However, the user
will never be presented with the answers to their questions within the

business product.
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:\:;c'm&h:‘:::\lwsn\'ﬁh G‘m @.:\..-'gpen Qlﬁiou!

Last Logee 11 AM EST 1282008

OPTIONS

e-Notifications
» Even

Business users will be able to receive 4 different types of e-Notifications in
the business bill pay product. These e-Notifications include Event
Notifications, Logout Notifications, Recurring Notifications, and
Reminders.

Each of the 4 types of e-Notifications will be discussed in the next several
images.
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Options « Email Motifications « Events

Logout  Recurring Reminder s
. de y| |

Ernail address on file i eill m Update Short text address on file: 2703005986@ cingularme.com Updale

i Wiith Event Notifications, you can develop customized communications where you are notified each time a particular event
Event Notifications oecurs through your bill pay account,

A transaction needs approval A transaction exceeds a specified amount
Send notitcationts Emall Address = gend Notification To Emall Address |
Mofification has been activated and will be sent to: Category All Categories -I
demoacoount@ipaymybills.com
Payee or Account All Payees vl
Notification amount s 1]

A recurring transaction process

Submit
¢ On & Of
Employee payioll processes
A new message in my message center @ On C Off
¢ On & Off Notification has been activated and will be sent to:

demoaccount@ipaymybills.com

Atransfer account trial deposits are verified Payee of account is activated with an activation code
@ On © Off & On oo

Nofification has been activated and will be sent to:

Notification has been activated and will be sent to
demoaccounti@ip aymybills.com

demoacoount@ipaymybills.com

Atransfer account is approved Email payee completes amthentication
¢ on @ off & on o on

Notification has been activated and will be sent to:
demoaccount@ipaymybills.com

A pay from account is approved

e~ on @ of

As you can see, there are several different Event Notifications that a
business user can choose to receive. For the majority of these e-
Notifications the functionality is simple...turn the e-Notification “On” or “Off”.
Event Notifications are sent when specific events occur regarding the
business bill pay account. Business users can choose to have Event
Notifications to be sent to their email, text message, or both.
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Options * Email Notifications = Logout

Events Recurring | Reminders
| |

Email address on file: demoaccount@ipaymybills.com Update Short text address on file: 2703005986@cingularme.com Update

Logaut Notifications  Atthe end of each bill pay session, you can receive a customized email summary of your bill pay activities.

Send a List of My Please select which items you would like to receive each time you log out.

Scheduled transactions O On @ off
Added payees (@] Oon o off
Added transfer accounts O On o Off
Deleted payees (@ On o off
Deleted transfer accounts O on (ol Off
Skipped and stopped transactions O on = off

Submit

The business user also has several Logout Notifications to choose from.
These e-Notifications have a simple “On” and “Off” functionality. All Logout
Notifications are sent after the business user logs out of their business bill
pay session.

Optigns - Emall Motifications - Recurring

mms Logout Recurring R.ammdggjs

Emall address on file: demoaccountadipaymybills.com Lndale Shor text address an file: 27030059860 cingularme.com Lipdate
Rﬂcl.lrrirlg Notifications These amail nofifications will provide a list of bill pay information In which you customize how often it is reoaivad
A list of all scheduled payments and transfers A list of all transaction history
How Often Selact Fragquency 'I How Often ISehy:i Frequancy "I
Submit Category I All Categories - I
Payes or Account |AI Payees v|
Submit

A list of all payees, ransfer accounts, and employees

How Often ! Select Frequency = |

Submit

Business users have the ability to receive Recurring Notifications. The
user must select how frequently they would like to receive these recurring
notifications. The notification is sent as a list to the business user.
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Options = Email Notifications « Reminders

Events l Logout ‘ Recurring

Email address on file: demoaccount@ipaymybills.com Update Shorttext address on file: 2703005986@cingularme.com Update

Reminders You canschedule reminders for each time you need to schedule a payment, transter funds, or send a donation or gift.

Bills (2)
Transfers (0) Add Bill Reminder
People (0)
Select Payee” | Select Payee =l
Please send notification to™ | Setect Option =1
Reminder Frequency*® [Selecl Frequency LI
Submit

The final e-Notification that can be sent to a business user is a Reminder.
Reminders can be scheduled to remind the business user to schedule a bill
payment, transfer funds, or schedule a payment to an individual.

wWelcome: Laurie Smith
logout
Your Email: Ismithé@demo.com G home @ open e log

Last Login: 8:37 AM EST 1241872008

OPTIONS

— il

M M é\;nn have messages waitin
Manage ) -

L L.

8:46 AM EST ® Copyright 2009 Version 2.0

The final function available under the Options Tab is “Reports”. The

business user simply must select the Reports button to access this
functionality.

© 2009 Learning & Development 30 Effective Date: January 2009



Ml s s ¢ home (T) c1iopen €3 1osout

Lest Logn: 911 AMEST 121182008

Oplions = Reports

Payments Processed
Paymen! Changes Choose a Report Type
Payments Stopped Obtain detalled audit reports of bill pay transactions during a spacific tima frame.

Payees Added

Transfers Processed

COutstanding Check Report

After selecting Reports, the business user is diverted to this page. The
business user must choose the Report Type they prefer from the menu at
the left of the page. These choices include Payments Processed, Payment
Changes, Payments Stopped, Payees Added, Transfers Processed, and
Outstanding Check Report.

S — G nome () crniopen € 10m0u

Last Login: &11 AM EST 121 8/008

|

Options - Reports

Payments Frocessed
Paymenl Changes

@ AlUses Date Range: [curentMorth =]
Payments Stopped o
Scheduling User ¥ [hat - Create Report
Payess Added = s [ 2l P
Approving User !

Transfers Processed G| - -

Outstanding Check Report

After selecting a Report Type, the business user must next determine if the
report will represent the actions taken on the account by all users,
scheduling users, or approving users. The business user will also have to
create a date range for the report. After choosing these parameters, the
business user should select the “Create Report” button.
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Section Three

Payees Tab

Add a Payee 3-1
Add a Company
Add an Individual
Add a Bank or Credit Union
View Payees 3-2
Manage Categories 3-3
Payee Page (Attention Required) 3-4
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Wiglcome: Lawmie Smith
Vour Email: lsmithdbdemo.com

thn- m hutopan QWIW!

Last Logic 411 AM EST 1201 82008

Oanemim Reaqunired:

Payeas Awalting Activation

Second, let’s discuss the “Payees Tab” in the business product.

There are several functions that can be accomplished under the payees
tab. These functions include adding a payee, viewing payees and

managing categories.

Lets first explore the add a payee option.

Welsoma: Laurie Smith
Vour Email: lsmith-Tdeme.cem

Fayeec« Add a Payee

What type of payee are you adding today?

A Company An Individual

B >> Co There Now

PP Go There Now

E home @ open e‘lnwt

Last Login: 211 AM EST 121 6/2008

A Bank or Credit Union

PP Go There Now

When a business user chooses the “Add a Payee” option they will be
diverted to this screen. From this screen the user can choose to add “A
Company”, “An Individual”, and “A Bank or Credit Union”. Let’s first

examine the “Add a Company” option.
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Add a Company

Payee Name ™

Account Number *

Phone Number *
Payee Zip Code *

Account Holder Name

Payees = Add a Payee » Company

* Required Field

Confirm Account Number *

1L I
-

John Smith

© next

B(2][3] add

Important Information!

Your payee's information is typically
found on your most recent bill. In some
cases, we may ask for additional
infarmation ifthe payee isn't listed in our
database.

When a business user decides to “Add a Company” they will be diverted
to this screen. The user will be required to input the payee’s name,
account number phone number, zip code, and the account holder’s name.
After submitting this information, the business user will be able to review
the information that was inputted, and then submit the payee for approval.

Waleoms: Laurie Smith
Vour Email: lsmithZdeme.com

Fayees« Add a Payee

. 2 FER PAYEES
—_ —t

What type of payee are you adding today?

A Company An Individual

link b

PP Go There Now - PP Go There Now

Glmm fb i open e‘lnwt

Last Login' 11 AM EST 121 8/2008

A Bank or Credit

PP Go There Now

Second, a business user can choose to add “An Individual”.
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Payees = Add a Payee = Individual

Add an Individual

How would you like to send the payment?

electronically
Sending payments electronically is much more
secure than a check in the mail. And it will arrive in as
little as 2 husiness days.

" Allow them to provide their banking information

" Ihave the bank account information

by check
| prefer to mail a check.

' Mail a check

payaperson @

All you need is their email address.

When the business user selects to add “An Individual” they will be diverted
to this screen. From this screen the user can decide how their payee will
receive their payments. If the business user wants their payee to enter
their personal banking information they should select the “Pay a Person”
option beside the statement, “Allow them to provide their banking
information.” If the business user is able to enter their payee’s personal
banking information themselves they should select the “Pay an Individual”
option beside the statement, “| have the bank account information.” Finally,
if the business user would prefer the payment be sent by check, then the
user should select the option beside the statement, “Mail a check”.
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How would you like to send the payment?

electronically
Sending payments electronically is much more
secure than a check in the mail. And it will arrive in as
little as 2 husiness days

= Allow them to provide their banking information

1 have the bank account information

by check

| prefer to mail a check

" Mail a check

payaperson@

Tell us about about your payee

First Name ™
Last Name *
Phone Number *

Nickname

Category

Default Payment Account ™

Payee’s Email Information
Email Address *

Confirm *

Create a Security Keyword
Keyword *

Confirm ™

!
l
Lk |
!

|No Category |
IPrimary Account EI

Tell me more

Tell me more

( \
l \

& back | © next

If the business user selects the statement, “Allow them to provide their
banking information” the information displayed on this screen will need to

be entered and submitted.
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How would you like to send the payment?

electronically

Sending payments electronically is much more Tell us about the individual
secure than a check in the mail. And it will arrive in as . | |
little as 2 business days. First Name
Last Name *
' Allow them to provide their banking information I |
Phone Number * | !| H ‘
| have the bank account information
Bill Payment Information
by ChECk Nickname l |
| prefer ta mail a check. Category [No Category =]
€ Mail a check Default Pay from Account™  |Primary Account =
Information about bank account
Account Number * | |
Confirm* | l
Routing Number * | |
Confirm™ | |
Payee's Account Type * [ Checting =l

If the business user selects the statement, “| have the bank account
information” the information on this screen will need to be entered and
submitted.
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electronically
Sending payments electronically is much more
secure than a check in the mail. And it will arrive in as
little as 2 business days.

" Allow them to provide their banking information

I have the bank account information

by check

| prefer to mail a check.

' Mail a check

Tellus about the Individual

First Name *

Last Name *

Phone Number*

Address ™

City*
State ™
Zip Code *

Bill Pay Information

Individuals Nickname *
Category

Default Pay from Account ®

Information about you

Do you have an account number that this individual uses to

identify you?

Your Account Number *

Confirm*

l \
| \

I Kentucky _:J

LB 1

|No Category

L] |

IPrimary Accourt

® ves € No

If the business user selects the statement, “Mail a check” the information
on this screen will need to be entered and submitted.
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Waleama: Laurie Smith
Vour Email: lsmith-Tdeme.cem

Payess~ Add a Payee

A Company

PP Go There Now

What type of payee are you adding today?

An Individual

PP Go There Now

Gm Q open c‘lﬂout

Last Login: 211 AM EST 121 6/2008

A Bank or Credit Union
15,

B »p CoThere Now

Finally, a business user will have the ability to add “A Bank or Credit

Union”.

Add a Bank or Credit Union

What is the account type?
& Loan
Pay business loans of any type.
¢ Credit Card
Pay toward company credit cards
¢ Checking
Conveniently send money to any checking account.
C Savings

Send electronic payments to any savings account

| would like to add a bank or credit union.

Tellus more about the
Payee Name *
Account Number *
Confirm™

Phone Number*

Zip Code ™

Account Holder Name

Add

LB

* Required Field

Loan $

loan.

i —
——

& back

© next

Business users will have the ability to choose from four different account
types when choosing to “Add a Bank or Credit Union”.
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First, the business user can select the “Loan: Pay business loans of any
type” option. When selecting this account type, the information displayed
on this screen will need to be entered and submitted.

2l |13 Add

Add a Bank or Credit Union

* Required Field

| would like to add a bank or credit union.

What is the account type?

o Credit Card B=

Pay business loans of any type.
' Cred“ Card Tell us more abowut the credit card account.

Pay toward company credit cards Payee Name *

¢ Checking

Conveniently send money fo any checking account

Account Number ™
Confirm®

Phone Number*

© Savings Zip Code ™

Send electronic payments to any savings account Account biolder Name

Second, the business user can select the “Credit Card: Pay toward
company credit cards” option. When selecting this account type, the
information displayed on this screen will need to be entered and submitted.
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Payees = Add a Payee = Add a Bank or Credit Union

2|[3] Ada

Add a Bank or Credit Union
* Required Field

| would like to add a bank or credit union.

What is the account type?

© Loan Checking

Pay business loans of any type

5 Tell us more about the checking account.
¢ Credit Card ’
Pay toward company credit cards. Account Nurmber * [ 1
= Confirm ™ |

& Checking

Conveniently send money to any checking account. | Rauting Number * rrTT———

C Savings Confirn * —

Send electronic payments 1o any savings account
Phone Number™ 5 | |l
Zip Code * 3 [:J
Account Holder Name * John Doe

Third, the business user can select the “Checking: Conveniently send
money to any checking account” option. When selecting this account type,
the information displayed on this screen will need to be entered and
submitted when the business user does not have access to the “Transfers”
feature. The business user is directed to the Transfers tab when they do
have access to the transfers feature.
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Payees » Add a Payee - Add a Bank or Credit Union

Add a Bank or Credit Union

* Required Field

| would like to add a hank or credit union.

What is the account type?

S o Savings

Pay business loans of any type.

€ Credit Card

Pay toward company credit cards.

Tell us more about the savings account,

Account Number®

Confirm *

¢ Checking

Conveniently send money to any checking account. Routing Number ™

& Savings Confirm *

Send electronic payments to any savings account.
Phone Number*

Zip Code *

Account Holder Name *

Finally, the business user can select the “Savings: Send electronic
payments to any savings account” option. When selecting this account
type, the information displayed on this screen will need to be entered and
submitted when the business user does not have access to the “Transfers”
feature. The business user is directed to the Transfers tab when they do
have access to the transfers feature.
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mk;:;mbmm Gm m atopen QHM

Last Loginc 811 AMEST 121872008

Olnuﬂiwﬂnmﬁod:

Payses Awsiting Acthation

Business users will have the ability to “View Payees” in their business
product. When selecting this button the business user will be diverted to a
page that displays those payees that have been added to their business

product.
Bank or Credit Union Individuals All Payees

Sort Payees: Show Payees:
[Payeename =] & Active O Deactivated ¢ Both o add payee

American Express

Electmonic it 934 Categony:  Credit Cards Fay
LastPaid:  NiA Eait
Deactivat

Barry's Flower Shop

Electmanaic bniioi* [ Y Category:  Gifts Eay
Last Paid: $200.00 on 04/01/2008 Edit
Deactivate
Best Buy
Electonic 3789 Categony:  Equipment Pay
Last Paid:  $150.00 on 04/001/2008 Edit
Deactivate

Car Payment

Check ] 24 Category:  Unassigned Pay
Last Paid:  $75.00 on 03/15/2008 Edit
Deactivate

Cable Company

Check wwarq 345 Categony:  Utilities Pay
Last Paid:  $75.00 on 03/15/2008 Edit
Deactivate

Truck Payment

Cheok wwEn] 94 Categony:  Unassigned Pay
Last Paid:  $75.00 on 03/15/2008 Edit
Deactivate
c add payee

When selecting the “View Payees” option, the business user will be
diverted to this screen. From this screen the business user can decide how
they would like to view their payee lists. The user can view “All Payees”, or
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they can view payees added as companies, payees added as a bank or
credit union, and payees added as individuals.

In addition, business users have the ability to pay their payees, edit their
payees and delete their payees from the “View Payees” screen.

Payments » Sinale Pt = For a Bill

2 3] Schedule

m Sillgle PMEﬂt sllorlculo Quick acoess to regular payments

Select a Category
[Arcategories 7]
Add 3 Bill Paves - ; 1
el ml [primary Accout =] 3] | [ptasaoo
" American Express
s £ r Sh
BestBuy
Car Payment ,3 review
Day Care
Insight Cable
Cay Jewelars Bl (g Submit

MasterCard hd \_ _‘

W American Express

When the business user chooses to “Pay” one of their payees they will be
diverted to this screen.

Payees: Companies
Bank or Credit Union J. Individuals L“ Payees |
Sort Payees: o
Ipa\,ee Name :|. add payee
American Express
Check Account Holder Name Laurie Smith
Payee Nickname |American Express
ATE&T Payee Account Number 6412546676467
Electonic
Category [ Crecit Cards =l
Default Pay From [Primary Checking =)
CelluiarOne Payments are sent to American Express
ok 1234 Business Drive
Dallas TX, 12345
Ehase | Submit a Payee Change Request
Electonic
Cancel Save
\
Lease

When the business user chooses to “Edit” one of their payees they will
encounter this pop-up layer.
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Payees: Companies

Bank or Credit Union | Individuals j All Payees |

Sort Payees:

[Payes hame =] o add payee

American Express
Check Category: Credit Cards
Last Paid: MN/A

Important Information
Deactivating this payee will cause scheduled transaction below to be stopped

Primary Checking Primary

American Express American Express
Checking

$999.00 $099.00 1/23/2009 1/23/2009

Deactivate Payee

ATET
Electronic Category:  Utilities
Last Paid: NA

Cellular One
Check Categony:  Utilities
Last Paid: $85.00 on 12/30/2008

Chase
Eleclonic Category: Credit Cards
Last Paid: MN/A

Finally, when the business user chooses to delete a payee the above
options can be displayed to the user, depending on whether or not there
are payments scheduled to the chosen payee.

Wiglcome: Lawnie Smith s .
Vour Email: lsmithdbdemo.com G home m hatopan Q logout

Last Logic 411 AM EST 1201 82008

. s s ot & rostmcsscnss o

ww i Oanemim Reaqunired:

Payeas Awalting Activation

The final option that a business user can select under the Payees tab is the
“Manage Categories” button.
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Payees - Manage Categories

Manage Categories

Payees not assigned to a category

American Express k] 2345

Bamg: Flower Shop et 1 Drag and DrOp

Car flayment rrreny 507 %

(Z To categorize your payees click and drag each one to the

Insighy Table #5488 category ofyour choice, then release the mouse button. This
L Y will drop the payee into a new category

Categories
Add New Category

Utilities Expenses

To add payees, just drag and drop them here. To add payees, just drag and drop them here

Transfers ] Supplies Remove

To add payees, just drag and drop them here, To add payees, just drag and drop them here,

When the business user selects the “Manage Categories” option they will
be diverted to this screen. From this screen the business user can add
new categories, assign payees to categories, remove unwanted categories,
and utilize the “Drag and Drop” feature to manage their categories.
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Section Four

Payments Tab

Single Payment 4-1
Recurring Payment 4-2
Scheduled Transactions 4-3
Transaction History 4-4
Payroll Deposits 4-5
Calendar 4-6
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Viscome: e Skt € home (T) -1 open € 1ogout

Last Lopin' 11 AM EST 12/18/2008

W Click here to take the Mcu1°
Speed up your payment scheduling!
I | We can pre-loed your Gills Sesed on peymaent history
iIlIIIII“II i I I : @ You I 1 B i

olﬂelﬂiﬂlt Redquiir ed:

Bayments Awailing Appetva)

Third, let’s discuss the “Payments Tab” in the business product.

There are several functions that can be accomplished by a business user
under the payments tab. These functions include scheduling single and
recurring payments, viewing scheduled transactions and transaction
history, managing payroll deposits, and utilizing the calendar function.

We will start by taking a look at the “Single Payment” option.
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Welcome: Laurie Smith
Your Email: Ismithi@demo.com

Single Payment

» Schedule a New Payment
+For aBil
+ For an Inclividual
+ Transter Funds
+ For a Tax Pavment
» Edit a Scheduled Payment

T U
AR

- —~

LT
.
— L —

Glum- m open elugoul

Last Login: 9:11 AM EST 12/18/2008

Click here to take the lhorlcul@ ‘

Speed up your payment scheduling!
We can pre-load your bills based

on paymant histary

@\’DI"IM messages waitin

Payments Awaiting Approval

When choosing the “Single Payment” button, the business user will
encounter this dropdown menu of information. From this menu the
business user may choose to schedule a payment for a bill or for an
individual, transfer funds, schedule a tax payment, or edit their scheduled

payments.

Let’s first examine the “For a Bill” option.

Eayments - Sinale Pt~ For a Bill

Payee List

Select a Category

lAu Calegories 'I

i

Avaaiting Activation Check )
A il Payee
Select All P ATET

Elecdranle

© AT&T

Cellular One

Chasse

( lhorlcut@ Quick access to regular payments

B

Schedule

W American Express

" Requirad Fisld .

|Primary Checking x|

| | e

Involce/Comment

Primary Checking ¥ | | | I e

© review
& submit
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When the business user decides to schedule a payment “For a Bill” they
will be diverted to this page. From this page the user should first select
those payees they wish to submit a payment to. After selecting their
desired payees, the business user should next enter the information
requested on this screen and submit the information. The payment will
now be processed as scheduled by the business user.

The same steps and procedures discussed here will also apply to the “For
an Individual” function in the business product.

Welcome: Laurie Smith
logout
Your Email: Ismithédemo.com G home m open e og

Last Login: 9:11 AM EST 12/18/2008

— -

Single Payment M Click here 1o take the lhol'lCUl@ ‘

» Schedule a New Payment Speed up your payment scheduling!

+ForaBil . | We can pre-load your bills based on gayment histery
+ For an Individual

+ Transter Funds

* for a Tax Payment { @Yﬁnhm messages waitin
» Edita Scheduled Payment

Payments Awaiting Approval

Business users can choose to schedule a single payment “For a Tax
Payment” from this screen.
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Payrents = Single Pmt« For a Tax Payment

Schedule a Tax Payment

Send electronic tax payments directly to the IRS through EFTPS. PP Tax website

The Electronic Federal Tax Payment System (EFTPS) is a federal government

program that provides a means for electronic tax payments. EFTPS is easyto use, taken to

it's accurate, and it saves taxpayers the inconvenience of last minute trips to the bank United States G¢ nd
with checks and coupons. EFTPS has become a preferred method for making is not affiliate Fi Name>. You can
Federal Tax payments. There are more than 3.6 million taxpayers enrolled in EFTPS click'on the back button now to return to

today. the previous page

EFTPS is an independent website. If you haven't completed your tax transaction
within 15 minutes, your bill pay session will time out for security purposes. A
message will display at five minutes remaining and one minute remaining to warn
you of the upcoming session time out.

o back o go there now

When the business user selects the “For a Tax Payment” option they will
be diverted to this screen. From this screen the business user will be
directed to the external EFTPS site.

Welcome: Laurie Smith 3
home ~hat logout
Your Emaik: Ismithdemo.com G ¢» chatopen o b

Last Login: 9:11 AM EST 12/18/2008

Single Payment Click here fo take the lhanCUl°

» Schedule a New Payment Speed up your payment scheduling!
+Fora Bil t We can pre-load your bills based on payment history
+For an Individus!

+ Transter Funds

* for a Tax Payment L | @Youhm messages waitin
» Edita Scheduled Payment

e—

Pa nts Awaiting Approval

(Transfer Funds will be covered later in this document)

Finally, under the Single Payment button, the business user can choose to
“Edit a Scheduled Payment”.
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Payments+ Scheduled Payments

Payments

w Search Filter

Payee Amount Process Date

American Express

Electonic

$256.82

MasterCard
Check $300.00

American Express

Electronic

$100.00

Subtotal $355.82
Subtotal $300.00

Total $655.82

10423/2007

View Details

1042212007 View Details

10/23/2007 View Details

Primary Account ™*1234
Secondary Checking ™5678

Skipped payments not included in the total.

When selecting the “Edit a Scheduled Payment” option the business user
will be diverted to this screen. From this screen the business user can edit

not only their payments, but also their payroll deposits, transfers, and all
transactions.

Wislcoma: Latie Smilth
YVour Emaik:

Gllomo @ apen e"ﬂw‘

Lost Logn 17 AM EST 12180008

payapersonm

I they have emall, you can pay tham
Try payaperson

Recurring Paymaent

» Schedule 3 New Series
*Foe Bl
*[oroPerson
+ Trangier Fundy

* Edila Schedyled Payment

el
S —

) You lirve messages waiting

When choosing the “Recurring Payments” button the business user will
encounter this dropdown menu of information. From this menu the
business user will be able to schedule a new recurring payment series for a
bill or an individual, transfer funds on a recurring basis, and edit a recurring
payment series.
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Let’s first explore the option schedule a new series “For a Bill”.

Payee List

Select a Category
All Categories s

Add a Bill Payee

v American Express
Barry's Flower Shop
Best Buy
Car Payment
Day Care
Insight Cable
Kay Jewelers
MasterCard
Morton's Suburban

Payments » Recurring Paymentt= For a Bill

Recurring Payment

u 2|13 ] Schedule

* Required Field

P
details

American Express

Electronic

>xQ325

Pay From* |Primary Account vI
Amount® §

Comment Add
o

series options / preferences

Ifthe payment falls on a holiday or
weekend?

¢e Pay Before ¢ Pay After

&

\

series edit
Frequency* Select Frequency vI

Would you like this series to end? *

& No
C onthisdste [ |9
8 After a set# of paymenr.sl

When selecting the “For a Bill” option, the business user will be diverted to
this screen. After choosing a payee to schedule a recurring payment series
to, the business user must enter all of the information requested on this
screen. After entering the information, the business user will review and
submit the information, thus successfully scheduling a recurring payment
series to their chosen payee.

The same steps and procedures discussed here will also apply to the “For
an Individual” function in the business product.
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Welcome: Lawnie Smith

Wour Emalk: lsmithiideme.com open Qmm

@ rome )

Last Loge: 511 AM EST 12182008

- T .

Recurring Payment

payaperson m
» Schadule a New Series
*For oD
*+For o Pgrgon
+ Irpovlee Furdy
» Edil 3 Scheduled Payment

ity
R —

M thay have emall. you can pay them
Try payaperson

[

B il i ripval

(Transfer Funds will be covered later in this document)

Finally, the business user will be able to edit a recurring scheduled
payment from this screen by selecting the “Edit a Scheduled Payment”
option under the Recurring Payments button.

Payments « Scheduled Payments

a Prirter Friendly Version

Click folder to move to larger view w

Payments

All Transactions

A Maximize View w Search Filter

t Process Date Additional ltems

American Express

Electronic $255.82 10/23/2007 View Details

MasterCard

Check $300.00 10/22i2007 View Details

American Express

Electonic $100.00 10/2312007 View Details

Subtotal $35582
Subtotal $300.00

Total $655.82

Primary Account ™*1234
Secondary Checking ***5678

Skipped payments notincluded in the total

When selecting the “Edit a Scheduled Payment” option under the recurring
payments button the business user will be diverted to this screen. From
this screen the business user will be able to edit not only their scheduled

recurring payments, but also their payroll deposits, recurring transfers, and
all transactions.
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Welcome: Lawrie Smith
Vour Ermaik

- L e, L

Speed up your payment scheduling!

We can pre-loed your Gills Sesed on peymaent history

 nome (T) <1iiopen € 1ogout

Last Lopin' 11 AM EST 12/18/2008

@ o L. B i

Olﬂelﬂlﬂt Redquiir ed:

Bayments Awailing Appetva)

Business users can also view a listing of the transactions they have
scheduled in their business product. The users can view this information
by selecting the “Scheduled Transactions” button.

Payments » Scheduled Payments

Payments

Pavee
American Express
Elecionic $255.82

MasterCard
Check $300.00

American Express
Electmnic §100.00

Subtotal §355.82
Subtotal §$300.00

Total $655.82

A Maximize View w Search Filter

unt Process

6 Printer Friendly Version

Click folder to move to larger view w

All Transactions

Date Additional ltems B Transfers

1072312007 View Details
10/22/2007 View Details

1072372007 View Details

Primary Account =1 234
Secondary Checking ™ 5678

Skipped payments notincluded in the total.

When choosing to view their Scheduled Transactions, the business user
will be diverted to this screen.
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Welcome: Laurie Smith
Your Ermaik fsmith@idemoe. com

lem- m topen c‘l"IW‘

Last Lopin' 11 AM EST 12/18/2008

Click hare 1o taka the Mcut°

Speed up your payment scheduling!
s oo i bl

We can pre-loed your Gilts b

seyrant hisisry

@ o liwves 1 B i

olﬂelﬂiﬂlt Redquiir ed:

Bayments Awailing Appetva)

Business users have the ability to view their transaction history in their
business product. To view this history, the business user can select the
“Transaction History” button on this screen.

Fayments - Transaction History: Payments

6 Erinter Friendly Yersion

Click folder to move to larger view w

Payment History

All Transactions

M How do | search?

Use the menu to the right to
setthe view options.

W Maximize View

w Close Filter

View Options

Category:

Transaction Status:

| All Categories :_]
View:

| view an =]
Order By:

[ i Payees =]
Process Date Range:

| Paid from Account ]
Arrange:

ILast Ninety Days ;I [Descending LI

# of Records to Return:

L] View in spreadsheet

When selecting the “Transaction History” button the business user will be
diverted to this screen. From this screen the business user can not only
view their payment history, but also their history related to payroll deposits,
transfers, and all transactions. The business user will need to specify the
exact type of history they seek by utilizing the search functions that can be
seen here on this screen.

Effective Date: January 2009
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;\t:ic“cvglz:;uhh\idl Gm m hatopen QMM

Last Lopin' 11 AM EST 12/18/2008

Speed up your payment scheduling!
We can pre-losd your Gills besed on peyment hisiry

ia a1 oll Dapasns J \ N @Vnull messMes waii

olﬂelﬁiﬂli Redquiir ed:

Bayments Awailing Appetva)

Business users that have access to the “Payroll Deposits” feature can
access the features functionality by selecting the aptly titled button “Payroll
Deposits”.

Welcome to the Payroll Setup Wizard

The Payroll Setup Wizard is a step by step guide to creating electronic payroll deposits. The Wizard saves your progress as you go, so ifyou can't
finish it all today, you may stop and return to complete atyour convenience

nd first

freque

Cy
deposit date.

PP Go there now

For those business users that are new to the product, and for those
business users that are new to the Payroll Deposits feature, the “Payroll
Setup Wizard” will appear to assist with the initial payroll deposit setup.
This setup wizard will walk the business user through a simple three step
process as is outlined on this screen.

Let’s first take a look at Step 1.
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Payroll Setup Wizard

Setup a Payroll Schedule

* Required Fiald

Payroll Information

Select pay from account: If the scheduled payroll date falls on a
weekend or holiday, what would you like to

do?
C PayBefore  C PayAfter

| Primary Account

Payroll frequency: *
[wieekiy

on

| Select day of week

First Pay Date: *

Setup Payroll Schedule

The first step of the payroll wizard is to setup the payroll schedule. The
business user will enter the required data on this screen and select

“Submit”.

Payroll Setup Wizard

Setup a New Payroll Schedule

Payroll Information

Step 1 is now complete.

Pay From Primary Checking
Frequency: Monthly on the 1st

Note: Authorized users will receive an email reminder two days in
advance to schedule payroll deposits

add your employees?

PP Go there now

The second step of the payroll wizard involves adding employees. To
initiate this process the business user should select the “Go there now” link

in the “Step 2” window.
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Payroll Setup Wizard

Add New Employees
" Required Field ’

Employee Information

Did you know?

First Name.*

Last Name:™

[
[
Employee 1D Number * |
[

Email Address:™
Employee Status:™ Active :l'
Pay Type:™ Hourly -vl

Employee Account Information

‘Would you like the deposit fo be split between two accounts? @& Don't split ¢ Split

Single Account

Deposit Account Nurnber ™

Deposit Account Routing Number*

[
Confirm Account Mumber ™ [
[
[

—

Confirm Routing Number *

Account Type ™ Checking vl

After initiating the “Add employees” function the business user will be
diverted to this screen. From this screen the business user should add the
required information regarding each employee to be added.
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Payroll Setup Wizard

Add New Employees

Employees
‘Step 2is now complete.

Alan Cook Views details
Don Kilby Wiew details

Wiew details

Cathy Jones

Go to Payroll Deposits
PP Schedule Pay Day

After adding the desired employees, the business user can next initiate
Step 3 of the payroll wizard, “Schedule a Deposit”. To initiate this step
the business user should select the “Schedule Pay Day” link in the “Step 3”
window.
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Payroll Setup Wizard

Schedule a Regular Payroll

Pay Day Information

Regular Pay Date: 11012007  Pay dates ais based on the equancy selacted swhan tha Payroll Scheduls was ma

Pay from Acconnt: IP;Imar'f Checking vl

Hourly Employees
F Alan Cook § | § | & Evployesin: = e
8 i L | %
£ Add
M Don Kilby s | $Ir v | § sy g8
: Mo
Hourly Sub Total $
Salary Employees
¥ Catiiy Jones [100,200 04 $100,20000  Employee 10: ]
£000200 z :l : Split Amount: o

M
MemoCommant:  Add

Salary Sub Total $100,200.00

Contractors

I Rick Simpson |:| |:|

Contractor Sub Total §

Hourly Sub Total $
Salary Sub Total $
Contractor Sub Total §

Deposit Total §

o next
—

After initiating the “Schedule a Deposit” process the business user will be
diverted to this screen. From this screen the business user can schedule a
payroll deposit to their hourly employees, salary employees and
contractors. After entering the information the business user should submit
the information for the payroll deposit function to be executed.
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Pay Employees
Employee Information
Edit Payroll Schedule
View Scheduled Deposits
View Payroll History

Payroll Deposits

My Company LLC

¥y ¥ v v v

Edit @ You have messages waiting

View
Schedule O Attention Required:

Payroll Deposits Awaiting Approval

Schedule

View

Business users will encounter this screen, the Payroll Deposits landing
screen, in two different situations.

First, after completing the Payroll Setup Wizard, the business user will be
diverted to this page. Second, for those business users that previously
utilized the payroll deposits feature in the Business 1.9 product, these
users will not see the Payroll Deposits Wizard, but will rather only
encounter this landing page.

From this landing page the business user can complete several functions.
These functions include paying employees, viewing and editing employee
information, editing their payroll schedule, viewing their scheduled deposits,
and viewing their payroll history.

» PayEmployees
* Reqular Pay Day
* Extra Pay Day

Payroll Deposits

Emplovee Information
Edit Payroll Schedule

View Scheduled sit:

View Payroll History

My Company LLC

vy v v ¥

Edit

View

@ You have messages waiting

0 Attention Required:

Payroll Deposits Awaiting Approval

Schedule

When the business user selects the “Pay Employees” feature they will be
presented with this dropdown menu of choices: “Regular Pay Day” and
“‘Extra Pay Day”.
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Let’s first look at the “Regular Pay Day” feature.

Payrnents « Payroll Deposits « Pay Employees: Regular Payroll

n: 2 5 | Schedule

Schedule a Regular Payroll
I |

Payroll Information

Regular Payioll Date: 11012007 Payioll dates are bazed on the frequency selectad whan the Payroll Schedule was made,

Pay fiom Account: iPrimurv Checking vl

Hourly Employees

¥ Alan Cook -‘5[ J 5[ ] $ Employee ID: " 4567
: . | nl L el Split Amount Mo
MamosCommant: Add

¥ Don Kilby 5 | H ] s Employae I G
4 Split Amount Ho
hMemo/Commen t: Add

M Frank Murphy 5| | | | 8 Employee 1D -7
ast b 14815 Split Amount HNo
Memo/Commant Add

Hourly Sub Total §

Salary Employees

I3 Cnﬂr_y Jones $L1 m_?an.nq s[ J $100,200.00 E:;:T::J: No.gas
Last Faid: 111672
Amount 1,200 1 Memo/Comment: Add

Salary Sub Total $100,200.00

Contractors

5 [ |

T Rick Simpson

Contractor Sub Total §

Hourly Sub Total $
Salary Sub Total §
Contractor Sub Total §

Deposit Total $

When choosing to schedule a Regular Pay Day, the business user will be
diverted to this screen. From this screen the business user must enter the
required information and submit it for processing.
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» PayEmployees
* Regular Pay Day
* Extra Pay Day

Payroll Deposits

My Company LLC »  Employee Information
»  Edit Payroll Schedule
> Vi chedul it

> View Payroll History

"3, You have messages waiting

0 Attention Required:

Payroll Deposits Awaiting Approval

Next, let’s take a look at the “Extra Pay Day” feature.
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Payrmants « Paymll Deposits « Pay Employees: Extra Pay Day
n |23 Schedule

Schedule an Extra Pay Day
3

Pay Day Information

e i a nama is not grven the Extra Pay Day Name will be identified by the date
Pay Day Description: I i sadic B

Select a Extra Pay Day: : |: -
Pay From Account: |Prmary Checking -

Place a check matk next to the employee you wish to pay and Till in amouts,

H.r.:urly Employees
 mcon e A — SRS
™ Donkilby TR4S s S
& .Franlc Murpliy TraTe0 § :— i‘t'::‘:‘f;:":‘:'m ";
Hourly Sub Total §
slal gry Employees - _ I
R w— e
Salary Sub Total §
Contractors
t Rich Sm!:sn_n . b L s | i g

Contractor Sub Total §

Hourly Sub Total §
Salary Sub Total §
Comractor Sub Total §

Pay Day Total §

When choosing to schedule an Extra Pay Day, the business user will be
diverted to this screen. From this screen the business user must enter the
required information and submit it for processing.
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1 Pay Employees
Payroll Deposits > DayEmplovees
»  Employee Infarmation
* Add New Employee
My Comparw LLC * View/ Edit Employee
»  Edit Payroll Schedule

View ) Edit Add
viewleolh add »  View Scheduled Deposits

> View Payroll History

Monthly on the 1 Edit

View
"8, You have messages waiting

0 Attention Required:

Payroll Deposits Awaiting Approval

Schedule

View

When the business user chooses “Employee Information” they will be
presented with a dropdown menu of information that includes the ability to
add new employees and view/edit their employees.

Let’s first take a look at how the business user can add new employees.

Payments = Payrall Deposits - Employee Information: Add New Employee

Add New Employee

Employee Information

Bz saa

* Required Field

First Name: * [ ]
Last Name: * [ ]

1 email to
Employee ID Number: * | ] 8 ee whe I has been

Email Address [ ‘
Employee Status: * Active -
Pay Type Hourly -

Employee Account Information

Would you like to split the deposit between two bank » .
accounts? ¢ Dontsplit  Split

Single Account

Deposit Accourt Number: * [ J

Confirm Account Number: ® [

Deposit Account Routing Number: * [ |

Confirm Routing Number: * l }

Account Type: * Checking v]
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(See graphic above) When selecting the “Add New Employee” feature the
business user will be diverted to this screen. In order to add new
employees, the business user should enter the required information and
submit this information. After adding the new employees, the business
user will now be able to schedule payroll deposits to the new employees.

Payroll Deposits

5

My Company LLC

» PayEmployees

»  Employee Information
* Add New Employee
* View / Edit Employee

> it Payroll Schedul
»  View Scheduled Deposits
Edit »  View Payroll History

G\*“/

O Attention Required:

View/ Edit Add

View
You have messages waiting

Schedule

View Payroll Deposits Awaiting Approval

Next let's take a look at the view/edit employees feature.

Employees

Payments = Payroll Deposits - Payees: Employees

m Salary Lcunmactol J All Employees J

5 Printer Friendly Version

Sort Employees:
Name =

Alan Cook

Don Kilby

Jack Johnson TTEE8E

Show Employees:

& Active © Deactivated C Both

Active

Active

Active

add employee

02/02/2007

021022007

021202007

When selecting the “View/Edit Employees” feature, the business user will
be diverted to this screen. From this screen the business user will be able
to view their employees’ details, edit their employees’ information, and
delete their employees. Employees can be viewed in categories such as
hourly, salary, contractor and all employees.
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Payments = Payroll Deposits - Payees: Employees

Employees

m Salary } Contractor I All Employees

Sort Employees: Show Employees:

Name 2

Alan Cook

Last Paid Amount: $500.00
Account: Checking
Split Account: no

Routing Number:
Account NHumber:

@ pActive C Deactivated C Both

02/02/2007

o add employee

Hide Details
Edit

Deactivate

Don Kilby Active

Jack Johnson ETE888 Active

02/02/2007

02/20/2007

View Details
Edit
Deactivate

View Details
Edit
Deactivate

When selecting the “View Details” option the business user will be
presented with this pop-up layer. The business user can view the last 4
digits of their employees routing and account numbers, their account type,

email address, and last paid amount.

Payments = Payroll Deposits - Payees: Employees

Employees

a Printer Friendly Version

Salary Contractor | All Empl
m_ _J.r

Sort Employees: First Name

Name = Last Name

Employee ID Number

Email Address

Alan Cook ‘

e

Employee Status

Pay Type

Don Kilby

e

Jack Johnson
Cancel

Employee Account Information

Would you like the deposit ta be split
hetween 2 bank accounts?

Alan

feoo
|1 234564567

[actve ]
I Hourly - I

¢ Dontsplit ¢ Split

.

Next

When selecting the “Edit” option the business user will be presented with
this pop-up layer. The user may edit the visible fields and select “Next”.
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Payments = Payroll Deposits - Payees: Employees a

Printer Friendly Yersion

Salary Contractor I AIIElmlgyees ‘
—

\

Sort Employees: Single Account * Required Field
Im o add employee

Deposit Account Number: * I:l
pame =M | confirm Account Number: * ==
Alan Cook Deposit Routing Number: * \:l
Confirm Routing Number. ™ :l
Account Type: * |Checking vI

Cancel Save

Don Kilby

View Details
Jack Johnson Active 0272002007 Edit

Deactivate

After selecting “Next” the business user will be presented with this pop-up

layer. The user may enter the employees account and routing numbers on
this layer.

Payments = Payroll Deposits - Payees: Employees

Employees

Salary Contractor ' All Employees

Sort Employees: Show Employees:
i - add employee
[Name ~| & Active © Deactivated ¢ Both o dd employe

View Details
Alan Cook Active 02/02i2007 Edit

Deactivate

Don Kilby

Close
Are you sure you want to deactivate this
employee? Deactivating an employee will stop
Jack Johnson 8688 Active o] [axsdneculsdpsntl deposts

C= ) C=2)

When selecting the “Deactivate” option the business user will be
presented with this pop-up layer. The message on this layer warns the

user that deactivating the employee will stop their scheduled payroll
deposits.
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Pay Employees
Employee Information
Edit Payroll Schedule
View Scheduled Deposits
View Payroll History

Payroll Deposits

My Company LLC

¥y v v v v

Edit @ You have messages waiting

View
Schedule O Attention Required:

Payroll Deposits Awaiting Approval

Schedule

View

Business users have the ability to edit their payroll schedule from the
payroll deposits landing page. A business user can initiate this type of edit
by selecting the “Edit Payroll Schedule” feature.

Payments » Payroll Deposits - Edit Payroll Schedule

(2] Edit

Edit Payroll Schedule

Current Payroll Schedule Important informationl

Pay From: Primary Account By editing the current
your Payroll Depo
Frequency: Monthly on the 1st. and you will need to reschedule them
based on the changes made here
First Pay Date: September 1, 2007

Stop the current payroll schedule and start a new one.

Select pay from account: * Holiday & non-processing options

JSe|g:1 pay from account E‘ If the scheduled payroll date falls on a weekend or
holiday, what would you like to do?

Payroll frequency: * ' PayBefore ' PayAfter

lSeIet.‘I Freguency ﬂ

c cancel o save

When selecting the Edit Payroll Schedule feature, the business user will
be diverted to this screen. From this screen the business user will have the
ability to edit their pay from account, their payroll frequency and whether
they want their payroll to be processed before or after weekends and
holidays.
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Payroll Deposits

My Company LLC

Edit
View
Schedule
Schedule

View

Pay Employees
Employee Information
Edit Payroll Schedule
Wiew Scheduled Deposits
View Payroll History

¥y ¥ v v v

@ You have messages waiting

0 Attention Required:

Payroll Deposits Awaiting Approva

Business users will also have the ability to view their scheduled deposits.
In order to view their scheduled deposits the business user should select
the “View Scheduled Deposits” feature.

Payroll Deposits
Payroll 11/01/2007
$102,200.00

October 2007 Bonus
$1,000.00

Payroll 12/01/2007

$102,000.00

Subtotal $204,200.00
Subtotal $1,000.00

Total $205,200.00

h 4

Payrnents » Scheduled Transactions = Payroll Deposits

Maximize View W Search Filter

10/30/2007 View Details

114012007 View Details

1210142007 View Details

Primary Account ™1 234
Secondary Checking ™5678

After selecting the View Scheduled Deposits feature the business user will
be diverted to this screen. From this screen the user can view their payroll
deposit history, as well as their payment, transfer and all transaction

history.
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Payroll Deposits

My Company LLC

Edit
View

Schedule

Pay Employees
Employee Information
Edit Payroll Schedule
View Scheduled Deposits
View Payroll History

¥y v ¥ v v

Q?\\\/ You have messages waiting

O Attention Required:

Payroll Deposits Awaiting Approval

Business users will have the ability to view their payroll history under the
Payroll Deposits tab. To access this payroll history the business user

should select the “View Payroll History” feature.

Payroll Deposits

M How do | search?

Use the menu Io the right to
=@l the view oplions.

Payments - Transaction History: Payroll Deposits

W paximize Yiew

w Search Filler

View Options

Piocess Date Range:

Transaction Status:

|Lasl Minety Days :j

| Viewr Al =|

Order By:
Process Date >,

Arrange:

[Descendng -]

oo Records to Relurn

e

I View in spreadsheet

& erinter Friendly versi

Click folder to mnove to larger view w

All Transactions

When selecting the View Payroll History feature the business user will be
diverted to this screen. From this screen the user can customize their
search to view their payroll deposit history, payment and transfer history,
and all transaction history.
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viecoms: Leurie St @ rome (D) iopen Edtemont

Last Lopin' 11 AM EST 12/18/2008

Speed up your payment scheduling!

i | i | k l | | We can pr-losd your Gills Dased on peymant hisiory }
EI‘IIIII“II I h. Colbndar @ o L. B i

Omemim Redquiir ed:

Bayments Awailing Appetva)

Finally, business users will be able to access a Calendar feature under the
Payments Tab. To access this functionality the business user must select
the Calendar button from this screen.

Payments - Payment Calendar

ﬁ Transfers | Payroll Deposits | All Transactions J
G Scheduled 0 Action Required OReminders 0 Processed

4 October2007 p
Monday, LT Miadnasday LIETERE JFrlday,

O £731.00

24

(2) Reminders Q) o000

% Ol’:

27 29 20 3

‘ Y $731.00 ‘ N Monthly Payoll Monthly Paymil
. > cessing Da Gﬁ, Day)

0 (2) Reatinders
Q sr3100

Scheduled Bill Payments $831.00
Bill Payments Processed $731.00
Total  $1,562.00

When selecting the Calendar feature the business user will be diverted to
this screen. The business user can customize the calendar view by
utilizing the tabs located at the top of the screen (Payments, Transfers,
Payroll Deposits, All Transactions).
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In addition, the business user may utilize the symbol key to recognize
scheduled payments, actions required, reminders and processed

payments.

Payments = Payment Calendar
Transfers l Payioll Deposits l All Transactions ‘
G Scheduled O Action Required O Reminders 0 Processed
4 October 2007
Monﬂ Tuesdﬂ Wednesda_:_v I,Il_wsgg 4 FIE
0 $731.00
15 18 17
s $731.00
] 2 2z = 24
0 2) Reminders O §400.00
& N o = " -
Payrol! Aonthly Pyl
© sr2e0 B Close  fece 5
Pay To Frequency. il 0 (2) Reminders
Sarah Louise Mason One Time (.3 $737.00
Scheduled Bill Payments $831.00
Transfer To: Frequency: Bill Payments Processed $731.00
Primary Account Monthly = | Total  §1,562.00
For details go to Scheduled Reminders
\g &/

When selecting reminders the business user will encounter a pop-up layer
similar to this. If the business user desires to modify their reminders they
may choose the “Scheduled Reminders” link to make these changes.
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Payments - Payment Calendar

m Transfers 1 Payroll Deposits l All Transactions J
G Scheduled O Action Required OReminders 0 Processed

4 October2007 P
Monday, duasday piaguasday LLLTIE Eiiday,

24

21
Q) @meningers Q) sa0000
2

[
18

31
Monthly Pavroll Monthly Paymil
€ s © iz (e

e s:

Q) @aeminders
Q azsr00

Scheduled Bill Payments $831.00
Bill Payments Processed $731.00

Total  $1,562.00

Business users may access the transactions scheduled to process on a
specific calendar day. To access this information the business user should
select the “Scheduled” icon.
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Payments = Scheduled Transactions = Edit Payrell 11/01/2007

B 2] Eaic

Edit Scheduled Pay Day

Pay Day Information
What can | change?

Payroll Name: Payroll 11/01/2007
Scheduled By: Fhillis Martin

Pay From: |Primary Accourt 'l

Frequency: Monthly on the 1st
Process Date: 10/30/2007
Pay Day: 11/01/2007

Hourly Employees

Marme Regular Pay Extra P: Total Additional ltem:

¥ Alan Cook | ] $500.00 Employes ID:
Last Paid 187z Split Amount:
Memo/Comment:

¥ Don Kilby s[ sooo0] 5 $800.00 Employee 1D
7 Eplit Amount; No
Memao/Comment: Add

M Frank Murphy 5 | ?Dum] 3§ | $700.00 Employee ID: i
LastPa 2007 Split Amount: No
Aoy 0 Memo/Comment Add

Hourly Sub Total $2,000.00

Salary Employees

Mame Regular Pa E Pa Total

W cathy Jones 100 200 $100,200.00 Employee ID:
Last Pa 0020000 s Split Amount:
Ar Memo/Comment:

Salary Sub Total $100,200.00

Pay Day Total $102,200.00

When selecting the “Scheduled” icon the business user will be diverted to
the normal “Edit Scheduled Pay Day” screen where they can make the
changes they desire.
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Payments - Payment Calendar

Transfers l Payioll

i

Q Scheduled

0 Action Required

0 Reminders

0 Processed

4 October2007 p
Mﬁ'MIdgr Tuesday Wednesdg Thursday Fﬂd@
0 $731.00
- )
E] Close
Payee Amount 1z
American Express $255.00
Mastercard $300.00
20 21 24
House Keeping $176.00
O (2) Ay Oyoooo
Total $731.00
27 28 <)
For details go to Transaction Histary Sk
a 2 0.
Q e - J O Bt
() @reningers

Scheduled Bill Payments
Bill Payments Processed

0 $73¢.00

$831.00
$731.00

Total  §1,562.00

When choosing to view their processed transactions, the business user will
encounter a pop-up layer similar to this. If the business user desires to
view more detailed information about their processed transactions they
may select the “Transaction History” link from within this pop-up layer.

© 2009 Learning & Development

77

Effective Date: January 2009



Payments - Payment Calendar

ﬁ Transfers _l Payroll D it: l_ All i I
Q Scheduled 0 Action Required Oﬁ'emlnders 0 Processed

4 October2007 p

Monday Tuesday Wednesday Thursday Friday

0 $731.00

]

15 hl-3
s $731.00

24

B
>

(2) Resinders 0 $400.00

29 3 e

Monthly Paymil
Q 223100 (s tem [l Close
The following items require approval:

18

B oR

Payee Amount
Mastercard $300.00
House Keeping $100.00

Total $400.00

For details go to Scheduled Payments

Finally, when the business user chooses the calendar icon “action required”
the user will encounter a pop-up layer similar to this. If the user desires to
initiate the required action they may select the “Scheduled Payments” link
within this pop-up layer.

Note: Business users may click on a blank date on the calendar to enable
functionality allowing them to schedule a payment, transfer, payroll deposit
or reminder.
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Section Five
Transfers Tab

Single Transfer 5-1
Recurring Transfer 5-2
Scheduled Transfers 5-3
Transaction History 5-4
Transfer Accounts 5-5
Calendar 5-6
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Your Emlll-:mmmsm G home "\) < open @lﬂﬂm

Last Logn: 1043 AM EST 12082008

0 Attention Requirad:

Tran Rowaitin

The final tab to discuss in the Business 2.0 product is the Transfers Tab.
When selecting this tab the business user will see that they have the ability
to schedule both single and recurring transfers, view their scheduled
transfers and transfer history, access their transfer accounts and view their
transfer calendar.

Let’s first take a look at how to schedule a Single Transfer in the Business
2.0 product.

Transfers - Single Transfer

2 3 \ Schedule
Single Transfer

* Required Field

Remove  Selecttransfer From account* Selecttransfer To account* Add amount and select date *

B [Selece an account =l [Selem an account =l $ [ ] [1 0/11/2008 ] |

Comment

O add another transfer entr

When choosing the Single Transfer feature the business user will be
diverted to this screen. The business user should enter the information
required on this screen and submit the information to process their single
transfers.
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\;\::oém".‘::liosm G‘hm mapen @lum

Last Logn: 1043 AM EST 12082008

el fegaibuiimnte ®

(St Bt bty | e

Business users can also schedule recurring transfers under the Transfers
Tab. Users can access this functionality by selecting the Recurring
Transfer feature on this screen.

Transfers - Recurring Transfers - Schedule a New Series

n | AE \ Schedule
Recwrring Transfer

* Required Field

/ Y
Details Freguency Settings

Transfer from * Select Account vI
...... 1234 Frequency ™ ISeIecl Frequency 'I

Transferto * Select Account 'I

Amount*

Comment: Add Would you like this series to end? *

& No

C onthisdate [ |9

Series Options " Afer a set # of payments I

What if the payment falls on a holiday or
weekend?

( Pay Before ¢ Pay After

L

When selecting the Recurring Transfer feature, the business user will be
diverted to this screen. From this screen the business user should enter
the required information and submit the information in order for their
recurring transfers to process.
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muiosm G‘m @ \t open @lﬂm

Last Logn: 1043 AM EST 12082008

0 Attention Requirad:

Transfers Awailing Approva

Business users will have the ability to access their scheduled transfers
within the Business 2.0 product. To access this information the business
user should select the Scheduled Transfers feature from this screen.

Click folder to move to larger view w

All Transactions

Transfers
W Maximize View w Search Filter

Additional ltems 8 Payments

My Bank
Electmaic §255.82 1012312007 view Details

Our Bank
Electmaic §$300.00 107222007 View Details

.....

::::::

Savings
Electronic $100.00 1062352007 View Details

Subtotal $355.82  Primary Account 1234
Subtotal §300.00 Secondary Checking *™5678

Total $655.82

When selecting the Scheduled Transfers feature the business user will be
diverted to this screen. From this screen the business user will have the
ability to view their scheduled transfers, as well as their scheduled payroll
deposits and payments and all of their scheduled transactions.
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Welcome: Lawrie Smith

Vour Emait lsmithébdemo.com vopen Ehtegon

€ reme ().

Last Logn: 1043 AM EST 12082008

0 Attention Requirad:

Transfers Awailing Approva

Business users will have the ability to view their transaction history within
the Business 2.0 product. To access this information the business user
should select the “Transaction History” feature from this screen.

Transfers . Transaction History: Transfers &) Printer Friendly Version

Click folder to move to larger view w
Transfers

A1l Transactions

M How do | search?

Use the menu to the right to
setthe view options.

W Maximize View

W Close Filter

View Options

Category:

Transaction Status:

I Transfers

=

View:

[ view an =
Order By:

I All Transfers

H

Process Date Range:

IPaid from Account L'
Arrange:

ILast Ninety Days LI IDescending

=

#of Records to Return:
50 'I

[ Viewin spreadshest

When selecting the Transaction History feature the business user will be
diverted to this screen. From this screen the business user will have the
ability to customize their history search for transfer history, payroll deposit
history, payments history, and all transaction history.
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Vislcome: Laurie Smith
home N chat out
Your Email: famithideme.com C (o) open €A tew
Laxt Login: 10043 AM EST 12082009

(. shaetonste | (. Recuny anste_| ot nessas ot
o o

* View Accounts
» Add Account

Tran: i altin vl

Business users will have the ability to view their transfer accounts in the
Business 2.0 product. When selecting the “Transfer Accounts” feature, the
business user will encounter this dropdown menu. The business user can
choose to view their transfer accounts or add another transfer account from

this dropdown menu.

Let’s first look at “View Transfer Accounts”.
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Transfer Accounts

Primary Account

Electmonic

2
2

Awal

¢ Tertiary Account

¢ Marketing Account

Electonic

J Vacation Account

Electonic

Account Number:
Last Transferred

Aecount Number
Category
Last Transtemned:

Account Number:
Category:
Last Transferred:

Account Number
Category
Last Transfemed:

¢} Secondary Savings Account

Electonic

Agcount Number:
Category
Last Transtened:

e add transfer account

w1234
$200.00 on 04401/2008

]
No Category
NiA

ggggg 1245
No Category
$75.00 on 031572008

ERRAE) 268 Transfer From

No Category Edit
$150.00 on 0311572008

sens g mn g
No Categony
$150.00 on 03/15/2008

Authenticate
Edit
Delote

o add transfer account

Account Legend

G You can transfer TO this account.

You can transfer FROM this
J account.

You can transter TO and FROM
-J this account

When choosing to View Transfer Accounts, the business user will be

diverted to this screen. From this screen the business user can edit, delete

and authenticate their transfer accounts.

In addition, the business user can utilize the Account Legend on the right
side of this screen to recognize the type of transfer account that they are

dealing with.
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Transiers » Transfer Accounts & Frirter Friendly Yersion

Transfer Accounts @© add transter account

Account Legend

nt Nicknaimse
¢ ; Primary Account
= Electmoaic Account Number: *"""1234
Last Transferred:  $200.00 on 0401/2008

‘ J You can tianster TO this account.

“ou can transter FROM this
-J account.

CEREELE S T *You ean transfer TO and FROM
-4 this account
¥_# Tertiary Account Account Nickname [reniary Accourt
¥ Electmaic
Category IND Category - I

¥ ) Marketing Account Cancel Submit
# Electonic

Category: Ho Category
Last Transferred:  $75.00 on 03/15/2008

# ‘vacation Account
= Electmaic Account Number:  *™*"*1263 Transter From
Category: No Categons Edit
Last Transferred:  $150.00 on 03/15/2008 Beixie

f:- Secondary Savings Account
Elechmate Account Number. ™ 1584 Authenticate
Category: Ne Category Edit
Last Transferred:  $150.00 on 03/15/2008 Delate

Activate

When the business user chooses to Edit their transfer account they will be
presented with this pop-up layer. This layer will allow the business user to
edit the transfer account’s nickname and category. After making the edits,
the business user should select the submit button for these edits to take
effect.
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Account Legend

¥ J You can transfer TO this account.

'] You can transfer FROM this
¥ account.

You can transfer TO and FROM
this acoount.

Transfers = Transfer Accounts
Transfer Accounts © add transter account
' ; Primary Account
= Electonic Account Number: ™™ 1234 Edit
Last Transferred:  $200.00 on 04/101/2008
-J A, Edit
Dalet
¢ _# Tertiary Account
= Electromic Account Number:  ****6750 Edit
Categorny: Mo Categony Delete
Last Transferred:  N/A
Important Information
Deleting this account will cause scheduled transactions below to be
stopped, what would you like to do?
& Delete the account and stop all associated fransactions
' Delete the account and allow changes to be made to the transactions.
Ametican Express Tediary Account $200.00 042002008
M astercard Tediary Acoount $150.00 OZZ003
Madeting Account Teriary Account $200.00 0473072008
Cancel Delete Account

Business users can also decide to Delete their transfer accounts. If the
transfer account has scheduled transactions, the business user will be
presented with this screen. The user will be given the option to delete the
transfer account and stop the associated transactions, or delete the
transfer account and allow changes to be made to the transactions.
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Transfers - Transfer Accounts & Frinter Friendly version

Transfer Accounts @ add transfer account

Account Legend

"1 ) Primary Account
Electonic Account Number:  *™"*1234 Edit
Last Transferred:  $200.00 on 041172008

4 j “You can transfer TO this account

You can transfer FROM this
-J aceount

Q

Edit
Dalets You can transfer TO and FROM
-J this acoount.
4 ; Tertiary Account
~ Eleckmaio Account Number.  *™**8789 Edit
Categony: Ho Category Delete
Last Transferred:  N/A
¥ / Marketing Account
= Electmale Account Number: %1245 Edit
Category: MNo Category Pelets

Last Transterred:  $75.00 on 03/15/2008

-

J Vacation Acc

Electmoni Tran: Fi
seyorle Check the box below to accept ACH Disclosure 'JrsE':‘ e
IT 1 Accept  view ACH Disclosurs Delete
r: Secondary Sav Cancel Submit
Elactmnic Authenticate
Categony: No Category Edit
Last Transferred:  $150.00 on 03/15/2008 Delste
s Activate
Edit
Delete
. I

When Authenticating an Inbound Transfer account, the business user will
need to accept their Financial Institution’s ACH disclosure statement.

Transfers « Transfer Accounts « Authenticate Transfer Account

Authenticate Transfer Account

* Required Field ‘

Savings Account View Details

Impertant Information!

Please enter the deposits exactly
ast 2ar on your
statement.

15t Deposit* o[
2nd Deposit* so.
1stithdrawal = so.[
2nd Withdrawal * §0. l—

After accepting the ACH disclosure statement, the business user will need
to enter accurate deposit and withdrawal information to complete the
Inbound Transfer authentication.
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* Vigw Accounts
» Add Account

ransfers Awaltin roval

Next let's take a look at adding a new transfer account. To initiate this
process the business user should select the “Add Account” feature from
this screen.

Transfers » Add Transfer Account

Add a Transfer Account

. At My Bank At Another Institution
Where is your Transfer

< By adding an account from My Bank, you You can add a transfer account that is
Account located? will be able to pay bills and fransfer funds. located at another institution. Please enter
Please enter your account information on your account information on the next
the next screen. screen.

o go there now o go there now

When choosing to add a new transfer account, the business user will be
diverted to this screen. From this screen the business user must indicate if
their Transfer Account is located at their Business product FI (“At My
Bank”) or “At Another Institution”. The business user can begin the add
process by selecting the “Go There Now” feature in the appropriate
window.
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Transfers = Transfer Accounts - Add Transfer Account

Add a Transfer Account

* Required Field

Important Information!
Account Holder Name
Account Nickname* 3
Account Type® [crecking =]

To add an account from My Bank,
please complete the information
tothe left

Account Number®
Confirm Account Number®

When the business user chooses the “At My Bank” option they will be
diverted to this screen. The only required information to add the transfer
account will be an account nickname, account type, and account number.

Transfers » Add Transfer Account

Add Transfer Account

Select One
How would youliketo TGN

use this account? = Transfer funds TO this account

This account will require a one-time activation process

" Transfer funds To and FROM this account

This account will require a one-time activation process and verification of trial
deposits.

c Back o Go there now

When the business user selects the “At Another Institution” option they
will be diverted to this screen. From this screen the business user if they
would like to only transfer funds TO this new account, or if they prefer to
send funds both TO and FROM this account.

After choosing the desired option the business user should select the “Go
there now” link.
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Transfers = Transfer Accounts - Add Transfer Account

Add a Transfer Account

* Required Field Setup a Transfer Account

To add an account

Account Holder Name outside of MyBank to
tre o and from,

Account Nickname* L 1 please complete the

Accoujnt Type® Checking - form to the left

Financial Institution Name*
Routing Number*
Confirm Routing Number®

Account Number®

Confirm Account Number*

Checkthe hox below to accept ACH Disclosure. View ACH Disclosure
" 1Accept

o review
o submit

Next, the business user will need to enter the required information from this
screen. After inputting the information, the business user should submit the
information. The business user will be required to successfully request and
enter an activation code for this transfer account. If the transfer account
will be used for inbound transfers, the business user will also have to
successfully input the two deposits and withdrawals that will be made on
their account before the new transfer account will become active.
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You have successfully completed the navigation tutorial for
Business 2.0!

This concludes our tour of the Business 2.0 product. Once you
have completed your training session, simply Logout.

Please feel free to print and use this tutorial at
any time to navigate, and don’t forget to sign
yourself up for this great service if you
haven’t already!
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