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First-time Login to Business Banking:
Receive two emails with login credentials.

Log in with system—generated username and password.
Accept Terms and Conditions.

Validate identity (i.e. MFA).

Change the username.

Change the password.

Enjoy the benefits and ease of Business Banking!

Key Points:

*  Immediately after Stockman Bank successfully sets up the business, the Primary
Admin and Secondary Admin(s) receive two emails: one with the username

and one with the password.
e The username and password are both system-generated, random values.

*  The business admins must change the username and password during initial
login.

*  The same process applies when a Primary Admin or Secondary Admin sets up a new
business user.

Business Banking First Time Login

*  Enrollment happens prior to and outside of the first-time
login

e User changes the system-generated username and password

*  Phone call is the only option for One Time Passcode and the
number is not editable
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Step |: Receive emails with login credentials

The system sends two emails to every new user. The subject line is “You have been granted
access to Small Business Online Banking”.

Stockman Bank of Montana

»
You have been granted access 10 business online banking at Stockman Bank of Montana. Your login
credentals will be sent via two separate communications

Your Usemame IS 6onS54Amasv34s73xr19u

Once you have received both credentials, you may click here: DiIps //www aigital-

NI AN0OANK OITVIOLW IS

¥ . QIC/APDDAO0 (24
Montana accounts and users

3 L 10 access and manage Stockman Bank of
for Payments Test Business You will need your phone with the number

ending in to verity your identity

If you have any questions regarding your access, please contact us at 877-919-0844

Thank You,
Stockman Bank of Montana

Stockman Bank of Montana

L)
You have been granted access 10 business online banking at Stockman Bank of Montana. Your login
credentials will be sent via two separate communications

Your Password IS ecS5cb2ak
This password will expire in 30 minutes

Once you have received both credentials, you may cliick here: hitps /iwww digital-

! ] mer 10 access and manage Stockman Bank of
Montana accounts and users for Payments Test Business. You will need your phone with the number
ending in 1o venty your identity

If you have any questions regarding your access, please contact us at 877-919-0844

Thank You,
Stockman Bank of Montana
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Step 2: Go to login screen

The login screen for Business Banking is located at Stockmanbank.com.

I. Click the link in the email or open in a browser.
2. Copy the username from the email and paste into the Username field.
3. Copy the password from the other email and paste into the Password field.

Log in to my account

Usemame

0 WREICOME 10 the D Univiersty Trasming
I_.i:l-l_.l

Mew User? Clhick hene o regisler

9 Jest your browser

JTrouble testing your browser?

Password

Lcan't access my account

Step 3: Accept Terms and Conditions

Users must agree to the Terms and Conditions.

Terms and conditions

You must e tha lerms and condibons 1o conlinue
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Step 4:Validate identity

The business user must authenticate identity during the initial login, as well as future logins
when the computer isn’t recognized.

I. Click Call Me.
* The call goes to the number that is associated with the business user; not the
phone on the main business profile.
2.  Enter the 6-digit code;
e expires after 10 minutes.
3. Register the device:
. “Yes, register my private device” - bypasses this screen for future logins.
*  “No,this is a public device” - presents this screen at the next login.

Secure login

It looka like you are logging in from an unrecognized device. For security, we
need to verify your identity.

(0x) xxx-6931

Call me n

Questions?

It kooks fike you are kogging in from an unrecognized device, For securily, we
nead o verify your igentity

Within a minute, you'll receive a verification code at
() Hux-6031,

Enler code
[ 97

F Dadnt ged the code?

F | can'l access one of thesa oplans

P Why must | complate this shap again?

@ Save lime by registering this device.

It this s your personal device, register it now. We won't need o contact
you the nexd time you bog in

Vs, tepiter my privete devics  No Misisapublicdevice
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Step 5: Change the Temporary Username

The business user must change their username as well during the initial login. Requirements
are stated on screen.

success! You need to change your username.

Create a new Usemame that will be usad for all future logins

A\ Create your Username

MNew Usemamea

* Minimum of six characters
» Cannot be all numbars

Step 6: Change the Temporary Password

The business user must change their password upon initial login.

Success! You need to change your password.

TemoonaTy Sasraond

Hn ARl

- MEnimiam, of 58 dharacies
P Use @ mix of Wetiers, numbers of symbois

Tips: The temporary password
expires.

Feistyost puriend

P Pasawondd must match
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For future logins, if the computer is not recognized, the user must verify their identity.
Options not available at first time login that may show if the user set it up in My Settings:

*  Text Me button —shows if the user text enables their phone
* Additional phone number — shows if the user adds additional numbers
*  Email Me

Secure login

It looks like you are Iogging In from an unrecognized device, For security, we

need 10 verlly your identity

(xxx) xxx-6931

Text me Call me

Ty Salol W'
(xxx) xxx-9815

MRS a Ve W

a.'.."’.'@gmachom

All Rights Reserved. NCR - Confidential. March 2021. 6
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Main navigation:My Accounts,Move Money,Additional Services,and Reports.
Primary Admins and Secondary Admins have full access to all accounts and services
based on their given access.Business Admins manage other business users;business
users’ access is based on entitlements.

O First Digital

My Accounls  Move Money | Addilional Senaces | Repors

Accounts My Approvals
Upcoming Qutage
Tax Il Crassy Carering v Al ety v Cnling banking will undsme
mantenance and bé
TEMFLATESR wnavalable this Friday tram
v DEPQSIT ACCOUMTS 220, 0aT A0 110 - 15AM !
wire_leb N
Dperating Checking "0001 Cuick pesk - Flgase plan actondingly
) ) Funding account 0023 Tharik you
Current 317 208.05 Py 16 1 Bensficiary
Avalatia 1T STEOT Tips Domastic Vil Tha Online Banking Team

Fayrall * Cuick peek Ducling Appriee

3241.74
E2ALT

Currint
Arrailably

Su Me Tu we Th Fr Sa

i jok paek

My Approvals: If dual approval is

My Accounts:filtered list of required for payments, ACH and Wires
Deposit and Loan accounts show here. Templates requiring

based on Tax ID selected. approval also show. If the business has
View available balance; hover more than one Admin, approval is

over an account for a “quick required when a Business Admin

peek”; click an account name
to view details. The Details
screen provides transaction
history and export options.

adds/edits a business user.

Al Rights Reserved. NCR — Confidential March 2018 7



‘ ! SMALL BUSINESS ONLINE BANKING

Front End OVGI"VieW Member FDIC | Equal Housing Lender =
I.l.alce :a. Transfer .‘F.'I.;:l; ﬂ;:»;‘-l-edclt apa.mﬂnl
Make Loan Payment Manage payment lemplates
Schedulad Transfers Scheduled payments

Impon Recipsent Information

Manage Imporl File Definitions

Move Money > Transfers: Move Money > ACH/Wire Payments:
Make a Transfer — internal, aka Make/Collect a Payment — send an ad hoc
intra-institution transfer. or template-based ACH or Wire; collect
Make Loan Payment —internal funds via ACH ad hoc or template-based
transfer to pay a loan Manage Payment Templates — create and
Scheduled Transfers — manage manage templates for ACH and Wire
future and recurring internal payments
transfers Scheduled Payments — manage future and
recurring ACH and Wire payments
Import Recipients — import ACH
participants into Business Banking for
initiation

Manage Import File Definitions — create
an import map before going to Import
Recipients

All Rights Reserved. NCR — Confidential March 2018 8
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My Settings: edit password, User ID, email, phone number, account nicknames, etc.
Help: answers common questions.

Support: look up the Stockman Bank Support number and hours.

Logout: properly end the Business Banking session; users are automatically logged
out after 20 minutes of inactivity.

My Settings | Help | Support | Logout

QO First Digital

My Accounts  Move Money  Additional Services = Reporis

Manage Users Last Visit Mar 14, 2019 | Make a Suggestion

Bill Pay

My Approvals

Online Statements

Stop Payment

v All requests v

Tax ID Classy Cateri

Alerts & Notifications

Reports:
System Mofifications $258,714.12

W DEPOSIT ACCOUN

Run and export reports on ACH and
wire templates and payments.
Available to Business Admins only.

*Additional Services:

Manage Users —add business users with unique permissions and limits
on a per Tax ID, per account basis

Other Options — for example, Bill Pay and Online Statements

Stop Pay — place a real time stop payment on a check

Alerts and Notifications — set up email alerts on account activity
System Notifications — suppress emails automatically generated by the
system, such as approval emails

All Rights Reserved. NCR — Confidential March 2018 9
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The My Accounts widget on the My Accounts home page is universally
important to all businesses.Deposit and loan accounts are available for
reconciliation, research,and reporting purposes.

My Accounts:filtered list of Deposit and Loan accounts.View balances; hover over an
account for a "quick peek‘;select an account to view details.

My ACCOUNS Move Money Anicngl SEvices Reparns .
The selected TIN determines the

Deposit and Loan accounts that
display.

OR select View All Tax IDs to see
all deposit/loan accounts together.

Accounts

Tax ID  Clasay Caterning v
¥ DEPOSIT ACCOUNTS £14, 298 52
Oparating Chacking “0001 Osick pessk
-
s g B 4 D =
Cursent $21,835.13 Accounts SIS
Bocailable w3 B35 13
Payroll "0020 KR - TaxID  Wiew All Tax iD= v |
Current -§240.17 :
Horgilable eE24R AT ¥ DEPOSIT ACCOUNTS S3T532.40
S Y Dk paetk: 4 CLASSY CATERING $34,708.57
Curreri ST 28T 14
+ CLASSY EVENTE SIE3 A58
Arrailable .57 287 14
B LOAN ACCOUNTS $2,578 496,83
B LOAN ACCOUNTS S22 51182
Ty el iy Inciude crardiall of ine of coacl fund “*Thiz balance may include owerdralt or line of credd funds
3 Dasnce IMap CRUE Dwercr il O ane of Cred I
Tips:

*  Business Admins can see all TINs and all accounts within each TIN.
* Business Admins can set up business users with access to all accounts or narrow by
TIN and account.
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Account Details

. Jump to another TIN.
2. Jump to another account.
3. Transfer money (internal), Export transactions (formats below), Print the page
a.  CSV —format for downloading into a spreadsheet
b. OFX — format that’s accepted for importing to Quicken and QuickBooks
c. QFX —Web Connect for Quicken
d. QBO —Web Connect for QuickBooks
Change the date range - amount of history is dependent on Stockman Bank.
Search for a transaction — good for research purposes

> &

o 0
Account History
Classy Calenng W o * %o +
7 & ] u
Cperating Checkng 9599- 0001 W cumrent $21.835.13
4 L,
o Avaiiabie®® $21.83513 A = 6
1 ? 3 |
Transdar Expart Priei
il B
Hirioe by Béms conlairmg
9 4. | FaboUT, 2000 - Ma 13, 2015 30 days e &g ATAT check 500
Daia w Dascrigiion Amaount Halanca
Theere are no rANSACHONS Within this date range
"—|J|..-n_':-. N i -
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Business users can manage their profile via My Settings.

Support | Logout

§ Stockman Bank

My Accounts  Move Money  Additional Services  Reporls

Personal information

Liz Walker

Edit Email — usedfor
/ system-generated
notifications,user-elected

Primary email | Edit liz@classycatering.com alerts,and possibly login
MFA. One allowed per user

Business Information Classy Catering
Business |D: 4265267369

Login & Security

Username | Cdit Iwalker Edit Username and
Password

Fassword | m EEERA IR E

Security options | Edit \(828) | Enable for text »

Security Options —text enable a phone for
MFA. Click Edit for more options (next page).

All Rights Reserved. NCR - Confidential. March 2021. 12
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Security Options
These settings impact login authentication and in-session authentication for approvals.

Confirming your identity

If we do not recognize your computer or device, we confirm your identity by one of the
methods below.

By phone Confirm your identity by responding to a text or call Manage phone
to a phone you have handy. numbers
v —
+1 W Q
+1 W ]

™ - Hanti
By security token Use a VIP Access™ token to confirm your identity.

Enter credential ID

P Where can | find the credential ID?

P What is VIP Access ™ token, and how does it
work?

P How do | get a VIP Access™ foken?

Email - toggle on to use

By email m email for login MFA, not an

_ _ _ | option for approving
Receive one-time security codes by your pri
ST e payments/users.

jimilou.scheid@stockmanbank.com.
Update primary_email

Current Password Enter password to save any
password edits.

All Rights Reserved. NCR - Confidential. March 2021. 13
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Rename & Hide your accounts

Only Primary and Secondary Admin(s) see the “Rename & Hide your accounts” option
at the bottom of My Settings.

P P WO N e T e T T L P S

Other settings

Rename & Hide your accounts Alerts & Motifications

\ Alerts & Notifications is covered in

the Alerts Quick Help Guide.

Rename & Hide your accounts
Here you can rename your accounts and hide your accounts to exclude them from eyen
include Account Numbers, Social Security Numbers or other confidential informatiogfin Select the Tax ID
name. Changes you make are saved automatically. to see a" Iinked
Note: Please do not hide accounts that have scheduled transfers. Scheduled trgfisfers
accounts may not process. accounts.
Tax ID Pottery Place v
Your accounts Rename account to Show account @
Deposit Accounts
Simulator Checking *0001 Operating Account
Simulator Savings *0002 Savings
Simulator Money M... *0003 Money Market / \
Rename accounts to help
Loan Accounts distinguish accounts with
Simulator Credit . *0004 Business Creditcarf MICKNames
Hide an account throughout
Simulator Loan *0005 Commercial Loan Business Ban king b)’

unchecking “Show Account”.
\C E 4
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Primary Admins and Secondary Admins are set up by Stockman
Bank; these Admins set up other employees as Business Banking
users via the Entitlements function, aka “Manage Users”.

Add a User

I. Go to Additional Services menu > Manage Users.
2. Click Add a user.
3. Enter user information at the top.
* Email address is used to send login instructions to the user.
o The user gets 2 emails with username and password
* Phone number is used for multi-factor authentication.
o Phone extensions do not work with MFA

Users with Account Access e & Add a user

Zoya Kapoor Active

P d
Manage User Details and Access Settings /

User Details 0

Firsl name Middla name (ophional) Last name
Phona number Email
Tips:
BT i Y ! *  Only the Primary Admin and Secondary

Admins can access this screen.
e Unlimited users are allowed.

All Rights Reserved. NCR - Confidential. August 202 1. 15
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Modify Account Specific Access

Permissions can be broad to very narrow.The hierarchy is TIN > Account > Feature > Task.
See pages 4 and 5 for a list of all features and tasks.

If the business has multiple Tax IDs, select one to view linked accounts.

Grant full access to all accounts within the selected TIN, if desired.

Grant full access to a specific account within the selected TIN, if desired.

*Permission options for Checking, Savings, and Money Market accounts are the same.
Permission options for Loans are the same.

i wWhN —

* payment options may vary for these accounts; controlled by Stockman Bank in Admin

User Access Settings Select user to clone W

Modify account specific access

Select a Tax |ID and set access for each account

Classy Catering1of2 W ” 0 Select all for this Tax ID |:|

S

p Checking - *0001 0 Select All |:|

($364,594.18)

p Savings - “0002 e Select Al |:|
$203,759.01
P Money Market - *0003 Select Al |:|
($8.564.40)
e
§
p Credit Card - “0004 Select Al |:|
$250,691.73
—©O
» Building Loan - “0005 Select Al |:|

$133,459.85

Note:“Select user to clone” (top right) appears to Primary Admins;
this option changes to “Copy my access” for Secondary Admins.
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Modify Account Specific Access
Expanded permissions for a specific account — see next two pages for descriptions.

6. Grant basic access to an account.
7. Grant access to manage and/or approve ACH and Wire templates as well as initiate
and/or approve ACH and Wire payments.
8.  Permissions for Loans vary from the other accounts:
* Loans do not have Stop Pay, Internal Transfer, ACH or Wires.

¥ Checking - "0001
4%

View Balancs

View Tracsacton Detals / Misiory
Stop Paymects

réornal Tramsfer

P ACH Tempintes

P ACH Paymeants

N 5 I ) 0

P Domestc Wire Transter Teerpiates

.

P Domestc Wre Transier Payments

—

¥ Commercial loan - *0005

Fiall A cess Sranted
£50, 405 00 e

Wiew balances
Viw Transachon Dotads [ Histony
v Loans Fuall Access Granted

Make Loan paymsant

B8 EEHE B

Raguast Loan Advance
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Basic permissions for Checking, Savings, and Money Market accounts:

Feature Grants the access to...

View Balances n/a See the accountand its balance in My Accounts

View n/a Select an accountin My Accounts to seeg, filter, search,
Transaction export transactions

Details/History

Stop Payments n/a Submita Stop Payment under Additional Services

Internal Transfer  n/a Make a Transfer under Move Money; must have at least
one other account provisioned for this

Permissions for Loan accounts:

Feature Task Grants the access to...

View Balances n/a See the accountand its balance in My Accounts

View n/a Select an accountin My Accounts to seg, filter, search,
Transaction export transactions

Details/History

Loans Make Loan Payment Make a payment to this loan; enable at least one other

account for Internal Transfer that's eligible for debits
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Payments permissions for Checking, Savings, and Money Market accounts:

Feature Task Grants the access to...
ACH Templates Manage ACH Templates Create and edit templates for ACH payments
Approve ACH Templates Approve new and edited ACH templates

ACH Payments Create Ad Hoc ACH Payments Create a one-time ACH payments file

Create ACH Payments Using Create an ACH payments file using a template

Templates

Approve ACH Payments Approve ACH payments

ACH Collections Create Ad Hoc ACH Collections Create a one-time ACH collections file

Create ACH Collections using  Create an ACH collections file using a template

Templates
Approve ACH Collections Approve ACH collections
Domestic Wire Manage Domestic Wire Create and edit templates for domestic wires
Templates Templates
Approve Domestic Wire Approve new and edited domestic wire templates
Templates
Domestic Wire Create Ad Hoc Domestic Wire Create a one-time domestic wire

Transfer Payments Transfer Payments

Create Domestic WireTransfers Create a domestic wire using a template

Using Templates

Approve Domestic Wire Transfer Approve domestic wires
Payments
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Set access for all accounts

Give the user access to certain functionality for all accounts, i.e. some permissions are not
assigned on a per account basis.

I. ACH File Import:
* Manage Import File Definitions — allows the user to create the map that defines
the data in the imported file

* Import Recipient Information — allows the user to import the delimited or
NACHA file

2. Add-on products(for example, Bill Pay and Online Statements).
*  For Online Statements, at least one account must have “View Transaction
Details/History” selected.
3. Payments Reports
*  Gives access to the Reports main menu option.

s T I i N g B A RSV Ul
Set access for all accounts

ACH File Impaort - Import Recipient Information

ACH File Import - Manage Import File Definitions

Bill Pay

Business Mobile App 0

Online Statements

Payments Reports 0

HEEIE N

All Rights Reserved. NCR - Confidential. August 202 1. 20



SMALL BUSINESS ONLINE BANKING

Add a Business User Member FDIC | Equal Housing Lender =

Set transaction and approval limits for all accounts

For each permission granted above, limits must be established. Check “Apply Company
Limits” to grant the maximum limits (set by Stockman Bank) or enter a lower amount.
See table below for options when each limit type is expanded.

L“_',_J"\-m . Awﬁdwﬂfww B i N S -H_H-‘F_.M_.ﬂ
Sel transaction limits for all accounts (7

P ACH Payments Creabon Limits Appi ey’ Lirriits D

P  ACH Colections Creation Limis PPy AT Ty LN

F  Transaction Approval Limets Apply Compaimy Limis

P Domestc Wire Transfer Payments Creabon Limits A ke o D

I R Y R T . T ST

Feature Types of Limits

ACH Payments Per Transaction, Per Day, Per Month
ACH Collections Per Transaction, Per Day, Per Month
Domestic Wire Creation Per Transaction, Per Day, Per Month

ACH Payments Approval Per Transaction, ACH Collections
Transaction Approval Limits Approval Per Transaction, Domestic Wire Approval Per
Transaction

Appdy Company Limits

[}

Tips: moaman oo [

* Required limits are boxed in red.

e Limit cannot exceed the Pt $100,000.00 |:|
company limit set by Stockman o I:I

nk,

A Currently entiisd Capataiies requine vabd mis be 22
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Set approval thresholds for all accounts

Determines thresholds for when payments initiated by this user will require dual approval.
Dual approval is required for any transaction that exceeds the threshold limit. Company
approval thresholds are set by Stockman Bank.The business admin can set the threshold
limit to be the maximum amount displayed or enter a value below that.

B T e e T i e P P P N P W
Set approval threshoids for all accounts (7

Vv Transacton Approval Thresholds AppH PERy Threshown D

4 )

Tip: A transaction type where Stockman Bank sets
the approval threshold limit to $0 will not appear
here.

N\ J
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Set ACH transaction types for all accounts

If ACH Payments and/or Collections access is given for any account, the Business Admin
sets access for which transaction types the user sees when creating templates or
payments.

. i O e R T e e —
Set ACH transaction types for ol accounts (7

VY ALH Payments T,;--

(. 2)
, Tip:

Only the transaction types enabled

on the business profile in Admin

Platform will show here.

. P

W ACH Colloctions Type

{0 || g )

Last, the Business Admin clicks Save (not shown). If there are other Business Admins,
the user must be approved.

Once a user is created,
and approved if
needed, the financial

Digital Insight

) ) ) ] . DI Training,
institution receives this Liser Create activity nas been detectad for your Busingss Banking custamer, Classy Catering. The
email (emails also sent ac vty wees performed on (e profibe of Merry Baker by Liz Walker
when users are edited Thank Yl
[Higital Insighi

and deleted).

All Rights Reserved. NCR - Confidential. August 202 1. 23



SMALL BUSINESS ONLINE BANKING

Add a Business User Member FDIC | Equal Housing Lender =

Manage Users

Business Admins and Users show on the Manage Users screen, in alphabetical order.

e Primary Admin can edit a Secondary Admin’s access.

* Secondary admins can manage other secondary admins; can only grant entitlements
that they themselves have been granted.

User status descriptions:

* Active — user is able to access Business Banking

* *Active with warning icon — an Admin edited a user’s profile; user remains active and
can continue to log into Business Banking and perform tasks based on existing
entitlements; new entitlements must be approved by another Admin.

» *Setup Pending Approval — an Admin added a new user; must be approved by another
Admin before receiving login credentials via email

* On Hold = Access toggle is set to No; user cannot access Business Banking.

» *Update Approval Declined — an Admin declined this user in the approval workflow

*

nl/a for single admin companies

Users with Account Access

Mame W Rl S1atus Grant Access Options
Blaxy: Colby Secondary Admin Active EI Cptons W
Angdng Jofinsan Secondary Adrmin b Fl Renvvirey Pianding - o
D Unineasity Py Adirmun Activa

Harkey Do Busingess Usar On Hold NO Cplns v
Michasl Jordar Business Lisar b Satup Panding Approval Cohs W

Tanner Winders Business Usar b Actve E S s
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Manage Users

Manage Secondary Admins and Business Users via the Options link.

Options for an Active User:

*  Print user details — full printout of all the user’s access and limits

* Edit user — change anything except the user’s name

* Copy user — select to copy this user’s permissions for a new user (shows only for the
Primary Admin)

* Reset password — sends a temporary password to the user’s phone via call or text

* Generate access code — delivers a one-time access code on the screen that the
Admin gives the user if needed during login (not for payment approvals)

* Delete user — permanently deletes the user from Business Banking (n/a for
Secondary Admins; the Stockman Bank must delete them)

*  Slide Access toggle to No to change status to Disabled (temporary hold)

Options for a Locked User — same options as above except:

* No Reset password and Generate access code options

* Reset password and Unlock user — unlocks the user and sends a new temporary
password to the user’s phone via call or text

*  Unlock user — unlocks user so they can login with original password

Users with Account Access 4 Add a user

Name W Role Status Grant Access options

Hl.':' _': Alicns W

LS

Bookkeeper Jongs Business Liser On Hodd | Print usor acoess detais

Edil user accass

Derok Hawes Business User Active
Loy ki
Sally Burley Busmess User Actve
Resat passwond
Xavier Woll Secondary Admin  Active i it Mo sl Qullons v

Dialehi user
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Approve a Business User Member FDIC | Equal Housing Lender =

If the company has at least one Secondary Admin, approval is
required for new users. Only the Primary Admin or a Secondary
Admin can approve a user.

After adding a new user,

* user status is "Setup Pending".

* emails are sent to other e 3 e P A i s B 1 8 B
Business Admin(s) AT e By [rocesiig '

L] the use r’s name shows in the o B any QeSOnS OF COACETTES aboyt TS Aew pleass contact e User g subvmitied th
Approval widget e

Swckman Bank of Montanz

Jimi Lou Scheid,

THar, Tirs

Gilehmen flenk of Morlaaa

Edits to a user also require
approval. Password resets do not
count as an edit.

a My Approvals

Steps to Approve a User:

) All requests v
I. Go to My Approvals widget.
2. Click the user’s name to review details. PAYMENTS
3. Click Approve. payroll

Paying §11,526.88

Diler an 2015%-03-19
If Decline is selected, the user moves to Trpe Payroll (PPD)
Declined Payments activity and sends an = —
email to the initiator.

USERS

0 Abby Kennedy
Uipdated by Marco Lopez

Deciinge APDIoe 0

Tip: Users requiring approval stay
on My Approvals widget indefinitely.
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A pop-up prompts the Admin to verify identity.
a. Call Me - answer the phone and press

“I”

per the automated instructions.

b. Text Me - receive the text and reply back with the security code.
5. If successful, the system sends the user 2 emails with username and password, and the

user’s status changes to Active.

Is this really you?

requines that we verify your identity

e it came |

/

Faryour protection, the actien you are Irying to perform

/

Calling you at ***-***-6931 ¥ x

Press 1 to verify.

We'll complete your task once
we receive your response,

Awolting your response

Been a while and no Call? Try again

( (

Texting you at ***-***-6931 x
Text the code back to us!
Wel complete your lask once

we receive your reply.

Awalting your response

Been awhile and no text? Try again

i University: |
Reply 752606 1o

-

Tips:
* The pop-up closes after 5 minutes.
* If the Admin closes the pop-up before

through.

"l

completing verification, approval will not go

securaly confirm your
\ identity and access your
account. Reply “deny” to
deny access.

TEnt matsape 618 PR

DI University:
Ientity confirmed
Please go back fo your
brawser, Thank you!

j Tain® rrideicingel & 19 PR
F Ty
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Alerts & Notifications
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Alerts keep businesses informed on account activity and
tasks to do in Business Banking.

Access Alerts &

e . . 2r setlings
Additional Services menu Bill Pay 9
orin MY Setti ngs. This Online Statements Beruames & Hide yout S0¢oants n;a & Notifications
option is available to all Stop Payment
Business Admins and Alests & Natificafions
Business Users System Wotifications

\

¥ou CAN SI0p recening these alerts hy deseleching your emailtext preferences below, or fallowing the in-messane opt
o insiructions

Whaw gl gledts
Alerts and Maotifications L

Tax D  Classy Calenng L 4

Fmail alerts are sant to Tip: Alerts are sent via email - text alerts are
NOT an option in Business Banking. The email

B irfclassycatering com ] g i
address pulls from My Settings but is editable here.

Update

ﬁ lert T',lpt-! Add an alert +

Yol 06 fiok heive aim e, | Ynich alertwoult%u like to add?
o Fos ¥ 15

Accounts

| Activity

Low balance
High balance
Large withdrawal
Large deposit

Check cleared
Reminders

Loan payment due
Loan payment overdue
Maturity date

Fersonal message
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Alerts & Notifications

Member FDIC | Equal Housing Lender =

Access System Notifications via the Additional Services menu.
This option is available to all Business Admins and Business Users.

Manage Users

These emails are notifications for activity that Bill Pay

happens in Business Banking (versus alerts are on
account activity).

Online Statements
Stop Payment
Alerts & MNotifications

The user controls which emails the system sends; to » System Notifications
opt-out, simply unselect the box and click Save at the
bottom.

System Notifications /

Choose the email nolificalions you would like b réecene by selectng the ﬂ;ll-:ll checkbox. To Sop recenang a nalification deselect he checkbox

Motificamons are s2nt 10 the prmary email found in My Settings

Email Type Opt-ln
Approvals
Appraval Declined - an Bem pending approval has been rejectad by An ARDIOVET Al YEUT SoMpany

[<]

Pending Appraval - approval féquined for: Mew of Changed User, Payment, Fikd Upload, or Payment Templatbé

Paymants

Fask Due Payment Approved - an ACH oF Wire Payment submithed on 3 previows day nas teen approved Dy your Financial
Inslibution

N [

ACH Prefunding Failure = the prafunding tranafer for an ACH Bakch has faled

g

Faymenl Dechngd —an ACH oF Wire Fayment Nas Deen dechned by your Fmancil Instnubon

Paymeant Approved — an ACH ar Wire Payment has besn approved by your Financial nstiutian

(]

Notes:
* These are email notifications as well; text alerts are NOT an option.
* Options may vary based on business setup and user entitlements.
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Internal Transfers Member FDIC | Equal Housing Lender =

Business Banking enables users to transfer money between
accounts including future-dated and Recurring transfers,and
Loan payments.

My Accounts Move Money  Addiional Services  Reports

T AP NN

Internal transfer
functionality is under
Move Money.

Make a Transfer Make'Collect a payment

Make Loan Payment Manage payment tlemplates

“Internal Transfer” Schedued Transters Sched.ded payments
permission is needed
to perform transfers.

Import Recipient Informaton

Manage Import File Definitions

OneView Transfers

The Primary Admin’s Personal TIN to the business profile,aka OneView,which allows
transfers between business and personal accounts.

* Available to Primary Admins only.

*  Recurring and future-dated transfers are not allowed.

*  Transfers to and from personal accounts are not allowed in Business Banking.
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Internal TranSferS Member FDIC | Equal Housing Lender =

Make a Transfer:

|. Select the From Tax ID and From Account.
* TheTax ID fields display only when the business has more than one TIN.
2. Select the To Tax ID (if supported) and To Account.
3. Date defaults to current day, can selecta day up one year out.
* Current day transfers cannot be cancelled or edited once confirmed.
* OneView supports current day transfers only.
4. Make it a recurring payment if desired.
5. Enter an amount.

Move Money

From
n Classy Calenng v
Select account v
To
atlassy Evente v
Select account v
[ate
0 111372020 e [] repeat ranster
Amount

Go ta My Accounts

Tip: Available accounts are filtered by Tax ID. Primary Admins see all accounts;
Secondary Admins and business users see accounts where “Internal Transfer”
permission is granted (but not Primary Admin’s personal accounts).
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Internal TranSferS Member FDIC | Equal Housing Lender =

Scheduled Transfers:

Users can visit the Scheduled Transfers page to manage future-dated transfers and
recurring transfers.

|. Click Scheduled Transfers in the Move Money menu.
2. Select the desired Tax ID.
3. View the transfers.

* Edit or cancel future-dated transfers.

* Delete expired transfers.

Make a Transfer

Make Losn Payme
Sec hrechded Tr.lni‘lnb

Scheduled Transfers Make a Transter

e Ily  Classy Events W o

Merviimibar 22, 2010

Ecit eamoe]

Ili — 0

€

Tips:
* Remember, OneView transfers cannot be scheduled or recurring.
*  Only TINs and accounts for which the user is entitled will display.
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ACH Initiation

Member FDIC | Equal Housing Lender =

Businesses initiate ACH payments and collections via the Make/Collect a
Payment screen. ACH and wires are comingled here.

Make payments or collect payments

(options based on business setup and Wity Bms
Payments user permissions). B
. Clasay Everris b
What do you want fo :Jr_ﬁ'/
C: el pun T ::: Coallpct purprmasniy ACH Paryirsind i
$200,000.00 s
ik ApfrSyvkd Py TSNt bl T ke Pl > o~
§ Colprmaid B
Showing al paymenh - £200, 00000
RECUTTFg paymanis Bmaini S300 (0000
- View Schedule,Approved and . P
i | Declined/Failed payments. e 22720 $190.260.00 o
i i wink o Thassadlis ol | don
T — — 5200, 00C
Pl FP0 o] sy 1T Diamrviciti: Yolis: Pinyesirst ol
Tt s rrecnls 2 e il il | gl
PP Limits are specific to each user and may var
[k E
per TIN. Click “More details” for full view of
308 LA R ) | all limits.
T = et i Company spproresl par

“How much can I send?”

* Limits are calculated by deliver on date, not the creation date.

* The daily limit is from 12:0lam Pacific time to midnight PT.

* If the payment exceeds limits, an error message displays and blocks the payment.

* If the payment exceeds available balance, the payment is allowed unless prefunding is on.

“When can | send it?”

* Date defaults to the next business day before cutoff time, or 2 business days after cutoff.
* Date can be up to one year in the future.

*  Weekends and Federal Reserve non-processing days are grayed out in the calendar.
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ACH Initiation

Member FDIC | Equal Housing Lender =

Make a template-based payment

Select Make payments radio button.

Select Use a Template.

In the Enter a template name field, select a template or start typing to filter list.
If desired, edit amount or addenda fields.

The Deliver On date defaults to next business day.

Click “Never” to make the payment repeating.

oA WD —

What do you want to do?

2 i P i "
(8} Mg payments _:I Colact paymants

How do you wanl to pay?

Ui i lemipials w
Pargredl
Cash o aiviralion
St Make payments
At & s tempia
Fanmo

BRSE O by erpr  Parred (FPT

John Baker .
- W 0o
Motes:

* Display of Current and
Available balance is
interface-dependent.

* A template can be Tyl Proudioct -
used for only one -

k\_ repeating payment. . e- . @
lele On (£, LB ul b i

2 Kristy Pacher R

Perioaad e ki

Tow $3,000.00

] 0.1%
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ACH Initiation Member FDIC | Equal Housing Lender =

Make a one-time payment

Select Make payments > Make a one-time payment. Aside from choosing a Deliver
On date, all other steps to make a one time ACH payment are the same as creating an ACH
template.

The business can save the information as a template after initiating; the “Payment name”
becomes the template name.

Payments

what do you want to do’/
i

'!E:I Makr pivmmonts ] Colad] paymanis
How do you want to pay?

Maka a ons hma paymani ¥

Funding acooun

S w
Paymen Ty ACH Comrpary 1D
Payroll (PPD) ¥ 1123521 1 v

Faymant namsa

Paymanl Dasc rplion

. 5 e T
VBT Py Tres Ml Checsd o | CIEIracises

Howy wiolkl wou bka 0 sadlle thesa p.'ll,.nn:-'ll's'i'
@ e SETTEFEE &Ny el B3l h HF5E D Cifelr St mHenl ey P @R G

Note for making template-based or one-time payments:
A transfer debits the funding account when the payment is picked
up for processing.
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ACH Initiation
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Collect a template-based payment

Select Collect payments radio button.

Select Use a Template.

In the Enter a template name field, select a template or start typing to filter list.
If desired, edit amount or addenda fields.

Adjust the Deliver On date, if desired.

Click “Never” to make the payment repeating.

o hWN —

What do you want to do's

Hosw do you want to collect money?

Collect payments
Lk i lsamiinils v
Memibear dues

Koot =

Sc 1 Bty Boap °

2 Fgherm Laghoes

rfr -‘\ 3 Yedasia Sam LT
Tip: If prenote was selected | B
for a participant on a et P sevee e o D 3

template, that record is
grayed out. After 2 business
days, the hold is lifted.

k. .Je:lnrrﬂ'n Do, 47 = Fapiati LRl e
g sy Vo o res $150.00

Fadrd 80,15
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ACH Initiation Member FDIC | Equal Housing Lender =

Collect a one-time payment

Select Make payments > Make a one-time payment. Aside from choosing a Deliver
On date and the Payment Types all other steps are the same as creating an ACH template.

The business can save the information as a template after initiating; the “Payment name”
becomes the template name.

What do you want to do?
O Bake paymenis @l Cipliect payments

How do you want 1o collect money? v

Conswumer [FFD)

Colect a one tme payment - Cansumer (FFLY)
| Commercid [CCDY)

Funding account

Salact w

Payment type

Select

ACH Company ID

Payrmend nams

cnber a payment name (ophonal)

Payment Description

e payment descnplion (10 characters

How would you like to settle these paymenis?

s
Note for all ACH initiations:
If a batch requires approval,an email is routed to all
approvers at the business.
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Member FDIC | Equal Housing Lender =

Payment Activity

* Allactivity for the business displays, not just activity by the current user. However, user
permissions (funding account, payment types) impact the activity a user can see.

* All pending payments display, as well as 30 days of approved and declined/failed history.

Scheduled payments

*  Payments show here when pending, i.e.,not yet sent to Stockman Bank for processing.

*  Recurring payments show at the top; pending single payments show under second section.

*  The next payment in a recurring series shows along with scheduled single payments with
“Company pending approval” status 2 business days prior to the payment date.

Scheduled payments Approved payments Declined/Faled payments
Showing all paymenis v
Returring paymeanis Hatus Armaun
Ve wire pans on fire Company approved 510,000.00
Domaestic Wire Heod payment. 272T7H13)

Orca @ wespdl on Thursday until | cance

Click the payment name to

[ — / cancel (notan optioniif statusis |

Payrall (PPD) “CompanyApproval pending”) 62020

| @ mneciin Gn T and 2150 unkl | candcal

Schedulsd payments

L E el B e L LT L £4 87000
1 BL Sl LN oL L Ll . » =
& Company approval pending £4 BT0.00

When do payments move from Scheduled tab to Approved tab?

*  Same Day ACH files and ACH files dated |-2 business days out are sent to Stockman
Bank for processing every 10 minutes.

* ACH files dated 3+ business days out are sent to Stockman Bank for processing at
3:00am ET two business days before the date.
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Payment Activity (cont’d)

Approved payments - payments that have been sent to Stockman Bank for processing.

Schadulad payments Approved paymants Declined Failed payments
Showing ail payments b .
Options: Copy,
Approved payments Status Amount View, Print, Reverse

Tiday

Apels taniastic payeoll

Payrell (PPDY L Fl agproval pending 45 BES 00
LS W
Feb 18
Ware wire pants on fire .
Wi i S10,000.00
Dot VWine ¥ Processed
Cplaais W

Reversals: Reverse ACH individual transaction(s) or an entire batch; shows the
business day after the effective date and expires after 5 business days.

Declined/Failed payments

*  Payments declined by a business approver (initiator gets an email)

*  Payments declined by Stockman Bank (initiator and all business admins get an email)

*  Payments failed due to ACH prefunding (all business admins get an email)

*  Recurring payments that failed entitlement or limit validations when checked 2 days
prior to the effective date (creator, Primary Admin and Stockman Bank get an email)

Scheduled payments Agprowved paymants Desclingd/ Failed paymants
Showing all paymants w
, Options:
Declined/Failed payments Status Amount

Initiate a new
payment, View,

Earyro Extesds User Dady Limit 530,00 :
—.-1_.-_:- PREDY alecn o i . / Prlnt
Crotioe

A

All Rights Reserved. NCR - Confidential. March 2021. 39



‘ ! SMALL BUSINESS ONLINE BANKING

ACH Templates
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ACH templates help reduce errors and provide efficiency.
Create the template first, and then initiate transactions quickly
with no need to enter (and possibly enter incorrectly) details
such as account number and routing number.

Template Basics

* Under Move Money, go to “Manage Payment Templates"
e Unlimited templates allowed
*  Templates are not required
*  Common uses of ACH Templates:
o Payroll
0 Vendor Payments
o Concentrating funds from accounts at other Financial Institutions

Additional Services

Transfers ACH/Wire Payments
Make a Transfer Make/Collect a payment

Request Loan Advance Upload ACH pass-through file
Make Loan Payment Manage payment templates

Scheduled Transfers cheduled payments

Import Recipient Information

Manage Import File Definitions

~

Three places to add a Template:

I. Move Money > Manage Payment Templates

2. Move Money > Make/Collecta Payment (“Add a new template” in
Template list or “Save as template” after ad hoc payment is sent)

3. Move Money > Import Recipient Information

\_

J
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ACH Templates Member FDIC | Equal Housing Lender 1=}

Manage Payment Templates screen

Template statuses:

*  Needs Attention — ex: approver declined the template, funding account is closed
e Approval Pending — the template is new or was edited, which requires approval
* Approved — only these templates can be used to initiate ACH payments

Manage payment templates + Add a template

showing  All Templates v ‘ Search

Templates | Lastpayment | Date |

Needs Attention

Bonus
Payroll (PFD) Options w
& Decined Options: View, |~
Edit, Delete, Print
Prenotes
Payroll (PPD) - - Options w

' Invalid funding account

Approval Pending

may wire H .
Domestic Wire \?ptlcl):ns° ——— Options ¥
iew, Print
! Approval pending ’
Approved
Cym bees $516.05 11/17/2016 Options ¥

Consumer (PPD)

one time collection from vendor )
Options

Commercial (CCD) Options: View,Make / M
a Payment, Edit,
Delete, Copy, Print
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ACH Templates
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Steps to Add a Template:

. Enter a Template Name, which must be unique from other templates.
2. Choose Funding Account
3. Select Template Type.
. Business segment and user permissions determine the options that display.
4. ForTemplate Types of Consumer (PPD) or Commercial (CCD), indicate if the
template will be used to make or collect payments.

Add a template

Template information

Harms 0
Bonusas
Funidineg aceounl 0
Simulator Checking = 0001 -
Temgplats hpe 0 ii58 thés tempiate to 0
Consumes (PPD) ., D Mok a paymani Dl Colloct a payrmani

Commercial (CCD)

Consumer (PPD)
_ _ Expanded
Domestic Wire \ dropdown list of
Template Types:

Payroll (FPD)
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ACH Templates

4. Select ACH Company ID
5. Enter Template Description
. Max 10 characters, passes to ACH batch and shows in recipient's transaction
6. Choose to settle via Batch Offset or Single Offset
. How the offsetting transaction is handled, e.g. 4 employees are paid $200 each:
o  Batch offset: one (I) $800 debit to the funding account (most common)
o Single offset: four (4) $200 debits to the funding account
0 Not applicable for tax payments
7. Based on selected Template Type, enter participants (details in table below).

[l N el et Ny e ST Tl e, sy i T et N oy B s, =T, P P b i
ACH Comparry 10
1080&08080 e r
Tonmgrata Ddscnplan

Hoaw woikd wou kloa 10 satlls these paymeants? e

(®) One settiement eniry per batch oftset () One settemant aniry per item offsat

Employee information

Member FDIC | Equal Housing Lender =

Template Type Participant Type

Payroll (PPD) Employee
Consumer (PPD) Consumer
Commercial (CCD) Recipient
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Adding participants:

* No limit on entries per template.

* Addenda is available except for Payroll.

* For CCD templates, Business Loan may show as an Account Type in addition to
Checking/Savings accounts.

* Routing number is validated.

* Prenote is optional.

* Amount field can be $0 and then actual amount entered during initiation.

Add an employee

Contact information

Who do you want to add Employes ID

Enter parson of busmess namse Oiphonal

Account Information

Bank account typa

Pearsonal Chestking b

FLoAIting mLamber

Routing number

Bank account number
Accoun] number / \

More on prenotes:

D Create a prencte * Prenotes are used to test that the
recipient information is accurate.

* Upon checking that box,a message
appears: “You will not be able to
schedule payments for this employee
until this prenote processes.”

* A mandatory 2 day waiting period is

§0.00 enforced; then the business can initiate

ACH payments to that recipient.

_ J
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Enter information for each participant (in this example, employees). Participants are
listed in alphabetical order by default; the business can sort by any column as well.

o I o BRI S  — _f."--‘-r-“J-\“r--\-\- R TN L T e i _\"'h_:--\_ﬂ_,n.r‘-ﬁ;\‘_ . _'_/r-".“'\_,ﬁ_n.ﬁ.f"\\‘_._ﬂ- i T e USSR W S

Recipient information
Compiete the termglate by adding recipsen £

Adkd & recipient

D Recipient v D Account Create prenote? Amount
O Jean Grey TTTTITT Lo Checking $155.00
[0 Magneio ";L;'f';';“ Checking $155.00
I:l Professor X ;;::::55 Chacking $55.00
D olvering ;:gui::fh Checking v 855 00
Tesmplate collechng from 4 Total
racipisnls %420.00

Save template Cancel

IMPORTANT :Prenote files are created and sent to the Stockman
Bank when the template is created/approved, not when the template
is initiated.

When is approval required?
If there is another person at the business that can approve templates, it’s routed for
approval. Even if payment approvals are waived, templates must still be approved.

If approval is required, the status is Approval Pending. An email is routed to all
business users who can approve templates. If approval is not required, the status is
Approved and the template can be initiated.
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ACH Templates Member FDIC | Equal Housing Lender =

Approve Templates
If approval is required, templates must be approved before they are available for use.Also, if

edits are made, the template is unavailable until approved.

Go to the My Accounts screen > My Approvals widget.

Select the template name to review details.

Select Approve for desired template.

Select Confirm on the pop-up window.

The template is now available to use and shows as Approved on the template screen.

My Approvals
All requests A 4 ‘ /TipS' \
BAVMENTS * The perso.n f:reatlng the temp.late will
NOT see itin My Approvals since users
1ype rige ] .
e Approving a template does not require
Decline Approve additional verification via MFA.
* Decline action moves the template to
TEMPLATES Needs Attention and sends an email to
the person who created the template.
0 Funding For the Avengers \ P P /
Funding account *0026
Pay to 1 Recipient(s)
Type Consumer (PPD)
Decline Approve 6
x

Pleasze Confirm

Approve lemplate

N Funding Fou [ Asirigens
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Businesses initiate domestic wires via the Make/Collect a Payment
screen. ACH and wires are comingled here.

“Make payments” is the only

option pertaining to wires. MonDdy lmits
Payments
Classy Events v
What do you wans
C) W <] A et
$200,000.00 +. s
3 DAYy ADDIOVED DEyTTeNTS DeCinec F aded Dayments X
N dec 1 2
Showry) afl payments . $200,000.00 »
View Scheduled, Approved, and
Recumng payments Declined/Failed payments. Amount $200, 000 O
(e mTe DANTs On fire ety MO oved $10 ) gl Frough
R O s Nest poyseare: 3292020 $190,260.00 . s
2 I $200 O
i R, .0
o Naxt paymert 162020 Dormestc e Paymeet ime
$443,500.00 ,
Sch ) .. .
Limits are specific to each user and may vary per TIN. . E
Click “More details” for full view of all limits. o i
C £ _D1 Flaenafiore ve Payrrert imy

“How much can I send?”

* Limits are calculated by deliver on date, not the creation date.

e The daily limit is from 12:01am Pacific time to midnight PT.

* If the payment exceeds limits, an error message displays and blocks the payment.

* If the payment exceeds available balance, the payment is allowed (flagged as “insufficient
funds” when sent to Stockman Bank).

“When can | send it?”

* Date defaults to the current business day before cutoff time.

* Date can be up to one year in the future.

*  Weekends and Federal Reserve non-processing days are grayed out in the calendar.
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Send a template-based wire

I. Select Use a Template.
2. Click in the Enter a template name field to see options.
» Select one from the list, start typing to see matches, or add a new template.
* ACH templates and wire templates are co-mingled here.
If needed, edit amount or message to beneficiary or receiving bank.
4. The Deliver On date defaults to current business day (can be up to one year out).
. After the end user cutoff time, the date defaults to the next business day.
. Option to make this wire repeating.
Click Never to make the wire repeating.
6. Click Continue to review (not shown here).

w

b

How do you want to pay?

Lise a lemplale

April's fabulous wire Eill laengiats
Enter a iemplaie name
Funding account  Checking 0001 Templale type  DOMESHC Wire
(= F Cosrenl 5288, 534 /6
myroll Awadable 534893476
Clay Supphies.
Sc o
Liz Kritikas £2 500,00
Cash Concantration 212
. PEIYITHEN 0N MWgicE 23222
Pattery paint B, "
Ree
Add a new templabe
| e T —
Bansfciary bank FEDERAL
CREDIT UNIOMN

anyinirg you'd ke hene

-

Notes:
e Current and
Available balances

displayed
SendOn  osiezon: Jpea !
* A template can be 0 e s BE  Repeats Never

used for only one
\ repeating payment./ v fiie Tolal $2.500.00

Feos £20.00

\
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Send a one time wire

. Select Make a one time payment.
2. Choose Funding Account.
3. Select Payment Type of Domestic Wire.
*  ACH payment types also show in this list.
4. If desired, enter 2 payment name. This becomes the template name if saved as a
template after initiation.

Payments
What do you want to do?
(®) Make payments () Collect payments

How do you want to pay?

lake a one time paymeani v 0

Funding accoun

BASE Chatking """ D002 e b4 Curmend. 505 560 24 Aovielabie 55 05650 24

Paymeni typa

Diomestic Ve o . 4

Pyl fdamss

) paryTrenl name (opA . °

Aside from the Deliver On Date, sending a one time
wire involves the same steps as setting up a template.
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Payment Activity

e Allactivity for the business displays, not just activity by the current user. However, user
permissions (funding account, payment types) impact the activity a user can see.
*  All pending payments display, as well as 30 days of approved and declined/failed history.

Scheduled payments

*  Payments show here when pending, i.e. not yet sent to Stockman Bank for processing.

*  Recurring payments show at the top; pending single payments show under second section.

*  The next payment in a recurring series shows along with scheduled single payments with
“Company pending approval” status 2 business days prior to the payment date.

Scheduled payments Approved payments Declined/Failed payments
Showing all payments v
Recurring payments Status Amount
Wire wire pants on fire (© Company approved -510,000.00
Domestic Wire Mext payment: 2(27/2020

Once a week on Thursday until | cancel

Click the payment name to

I ) © L .
APdl's awesome Payrol 2 € cancel (not an option if status is ~ [$7:000.00
Payroll (FPD) « o ht: 3/6/2020
Twice a month on 7th and 21st until | cancel Company approval Pendmg )

Scheduled payments

Feb7
DI04315_D1UBAUWR- . Comoan acoroval cendin $4.570.00
20200204T123305.a » Ompany approval pencing -$4.87

When do payments move from Scheduled tab to Approved tab?

*  Wires scheduled for today are sent to Stockman Bank for processing within
0 minutes.

*  Wires scheduled for a future date stay in the Scheduled list and are sent to
Stockman Bank for processing at 3:00am ET on the Deliver On date.
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Payment Activity (cont’d)

Approved payments - payments that have been sent to Stockman Bank for processing.

Scheduled payments Approved payments Declined/Failed payments
Showing all payments v
Approved payments Status Amount
Today
April's fantastic payroll $5 665 00

Payroll (PPD) !. Fl approval pending

Options w

Options: Copy

Feb 18 Payment, View, Print
Wire wire pants on fire
-510,000.00
Domestic Wire v Processed ' /
Options w

Declined/Failed payments

*  Payments declined by a business approver (initiator gets an email)

*  Payments declined by Stockman Bank (initiator and all business admins get an email)

e Payments failed due to wire funding (all business admins get an email)

e Recurring payments that failed entitlement or limit validations when checked 2 days
prior to the effective date (creator, Primary Admin and financial institution get an email)

Schoduled payments Approwed paymenls Dhescianed/Fadded payments
Showing all payments v Options: Initiate
a hew payment,
Declined/Failed payments Slatus Amg ; ;
pay : View, Print

Jan 14

Eanyraill ¥ Eucesds User Daily Limi £30.00

Payroll (FPD)
Dptions w
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Wire templates help reduce errors and provide efficiency.
Create the template first, and then initiate transactions quickly
with no need to enter (and possibly enter incorrectly) details
such as account number and routing number.

Template Basics

* Under Move Money, go to “Manage Payment Templates*.
e Unlimited templates allowed.
*  Templates can be for a domestic wire.
*  Templates are not required if the user has the permission to make ad hoc
wire payments.
¢ Common reasons to create a wire template:
*  Recurring vendor payments
*  Real estate closings with frequent property buyers
* Large dollar payments to the same beneficiary

My Accounts Additional Services

Transfers ACH/Wire Payments
Make a Transfer Make/Collect a Payment

Request a Loan Advance

Make a Loan Payment

Scheduled Transfers

Tip:

A user can also add a template on the Make/Collecta Payment page:
* “Add a new template” option in Template dropdown

*  “Save as template” option dafter a one time payment is initiated
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Wire Templates Member FDIC | Equal Housing Lender 1=}

Manage Payment Templates screen

Template statuses:

* Needs Attention — ex:approver declined the template, funding account is closed, invalid
wire routing number (not shown)

*  Approval Pending — new and edited templates require approval

e Approved — available for initiation

Manage payment templates + Add a template

showing  All Templates v ‘ Search

Templates | Lastpayment | Date |

Needs Attention

Bonus
Payroll (PFD) Options w
& Decined Options: View, |~
Edit, Delete, Print
Prenotes
Payroll (PPD) - - Options w

' Invalid funding account

Approval Pending

may wire . .
Domestic Wire O.ptlon_& = Options ¥
_ View, Print
! Approval pending
Approved
Cym Fees $516.05 11/17/2016 Options ¥
Consumer (PPD)
one time collection from vendor Options

Commercial (CCD) Options: View,Make / M
a Payment, Edit,
Delete, Copy, Print
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Add a Template for a Domestic Wire

. Enter a Template Name, which must be unique from other templates.
2. Choose Funding Account.

3. Select as the Template Type.
. Business segment and user permissions determine the options that display.

4.  Enter the beneficiary, aka to whom the funds are being wired.

Template information

Mamea

Wire o ABC Vendor a

Fundang account

ABS Account " 0026 0 A
Template type
Domestic Wire o A

Beneficiary information

Comphete [he lemplale by a0ding beneficiarny

Beneficiary information e

Who do you want 1o pay

Enter beneficiary nama as it appears on the banehiciany account

Addrass line 1 Aaddress ling 2
g, 124 Main Streat Dptonal
Jip/Fostal Code CityTown

Enter mp code

Stata/Province/Fegion Counbry

Uplional

Bank account number

Benafciary account mamber Heatypa account numiber

HRalerence miormation/Additonal nstructions

Enter a 4 lingé massage 1o benahiciary (oplional)

Purpasa of wirg

Oplional
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Add a Template for a Domestic Wire (cont’d)

5.  Enter the Beneficiary Bank information.
. Routing number is validated; must be a domestic Financial Institution. If it's a
FedACH routing number; intermediary bank section is required.
6. If included in the wire instructions, enter Intermediary Bank.
. Entire section is optional, except as noted above.
7.  Enter the amount for the template.
. Zero amount is allowed;can be edited at time of initiation.

o S LY e Ay I e T T i e T T T

Benaficiary bank information o

Wi routing rrarnbs

NS Eng numite

For furlber crodit fo

r a B lne message o benefciany Timanceal nsidubon [ondonal)

Intermediary bank information e
Whali sl commen, Bermpboiary's bank may nol recesn woes direclly and raguens pou s srler e mlarmadiceny hank ridsrmabon H ursre, reler o e

Wil AN Baoes prorcd by Bha benedoarny and phease enty Tha rdormabon helos

Bank nouting numbar

ousting nurriber

|I1|I.‘:I'IIIH|I?"J':|| biank accoun mumbsr

a " : ) A ot
ACcolm numtar (il apphcabia) Hatype ACCounT number

Fayment information

Tt Can b changad ot the bm of payment

FUMOUNT B pay
£0.0

Sava template Cancel
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Approve Templates
If approval is required, templates must be approved before they are available for use.Also, if

edits are made, the template is unavailable until approved.

Go to the My Accounts screen > My Approvals widget.

Select the template name to review details.

Select Approve for desired template.

Select Confirm on the pop-up window.

The template is now available to use and shows as Approved on the template screen.

a My Approvals

Ui WN —

Al requUests b /Tips: \

PAYMENTS * The person creating the template will
NOT see itin My Approvals since

DI04315_WSU2URFU-20190305T0... )
users cannot approve their own work.

Cradit amount 4.870.00 i i
__T e i * Approving a template does not require
e L R additional verification via MFA.

Dwainver on 201 9-073.04

* Decline action moves the template to
Needs Attention and sends an email to

Typee Fie

D line Apgave

the person who created the template.
TEMPLATES \ /
0 wire_feb

Funding account "0026

Pay 1o 1 Beneficiary

Type Domestic Vine

Dl APDTOve 9

When is approval required?
If there is another person at the business can approve templates, it’s routed for
approval. Even if payment approvals are waived,templates must still be approved.

If approval is required, the status is Approval Pending. An email is routed to all
business users who can approve templates.

If approval is not required, the status is Approved and the template can be initiated.
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Initiating ACH and Wire payments may require approval with
dual control, where the initiator cannot approve their own work.

When is dual approval REQUIRED?
*  The payment meets or exceeds the approval threshold AND
*  There’s at least one other person at the business that can approve the payment

When is dual approval BYPASSED?

*  The payment is under the approval threshold OR

* There are no other approvers at the business (ex: the Primary Admin initiates a
payment, and the business doesn’t have any Secondary Admins nor business users

with approval permission).

Events that trigger approval:
*  Create or update an ACH or wire template

. Initiate an ACH payment or collection
. Import an ACH file
. Initiate aWire

*  The next payment in a recurring series is within 2 days of effective date

Business Admins and business

] oo Marco Lopez,
users with aPProvaI permission AN e requining approval has been submitted, FIease AN 1 review i ACH Payment Bemis)
receive thls email _ EXCEPT |f perding approval o ensure limely processing
an approver has exceeded thEI r I you hénve any questions o concems aboul This Rem. please conlac] the user who submilled the
approva| limit. ACH Payment request for approval

The payment that needs approval shows in the My Approvals widget.

My Accounts  Move Money  Addibonal Sennces Heporls

Accounts

Tax ID  Classy Catenng
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My Approvals
Steps to approve a payment: Y APP
I. Go to the My Accounts screen > My
Approvals widget. — v
2. Select the payment name to see
details. . PAYMENTS
3. Click Approve for desired payment.
a payroll
If Decline is selected, the payment moves / Paying $11,526.88
to Declined Payments activity and sends Deliver on 2019-03-19
an email to the initiator. Type Payroll (PPD)
Decline Approve
4 x
Payment details - payroll - = TES
Payment detalls
Feem ABRS Accounl " 0028 Pargrodl (PPD)
1 reqipent Creaned iy Marco Lopez

DCestiveer On 2019 KEKS 1AME

bl e

T Ascound Rowting#

Seolt Parsonal Chicleng D2 100881 211 506 &8

1234567
Paymeant made o 1 recipiant Tt $11.526.88

Negative amount = ACH payment or wire
Positive amount = ACH collection

Payment name
(click for details)

Paying
Deliver on
Type

[ Repeating payment icon ]
I

> April's fabulous wire

) /
£ $2,500.00
2019-03-22
Domestic Wire
Decline Approve
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Dual Approval

4. A pop-up prompts the user to validate identity:
a. Call Me: user answers and presses | (one) on the phone
b. Text Me (only shows if the user text-enabled their phone): user receives the
text and replies back with the security code.
5. The payment no longer shows in the My Approvals widget and is queued for processing.

0 Press 1 to verify.

Well complete your task crce

| S this rea | |y };Du? x We receive your response

Awalirg your response
Far your pretection, the action youw are rying o periarm

requires that we verity your |dentity y @
(
Verifications optian(s)?

ik kB0 Call me | Text me
Been a whie and no call? Ty agar
W s () 353 Call me |
S Texting you at ***-***-69 *
Text the code back to us!
We'll complete your lask once
We recoive your reply.
Fowvaling your response
Boon a whie and no ted? Try again
Tips:

* The approval pop-up window times out after 5 minutes.
* Do NOT close the pop-up window or approval will not go through. Wait
for it to automatically close after completing identity verification.
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Approval by Initiator

If dual approval is not part of the workflow (see page ), the person initiating a payment may
have to pass out of band (OOB) authentication.

Payments that don’t require dual approval and are greater than the OOB threshold trigger will
trigger this prompt.

I.  Upon initiating the ACH, the user is prompted with a call or text.
2. Call me: initiates a phone call; the user answers and presses | (one) on the phone.
3. Text me:initiates a text with a security code; the user must text the code back.

|s this really you?

For your protection, the action you are trying to parform
requires that we verify your identity

ik ks _E034 Call me | Text me | a

“

w

Calling you at ***-***-6931 Texting you at ***-***-69

Press 1 to verify. Text the code back to
us!

Vil complete your task once

WO TeCON/e YOUr response We ll compete your task once
wo recwive your reply

Awating your response
Awsling yout response

(¢

Tip: Do NOT close this window while responding to the
call or text since it would cancel the process. The window
automatically closes when authentication is satisfied.

Eeen o while on
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Common Questions

: N

Q:Why didn’t a payment get routed for dual approval?
A:Either the payment is under the approval threshold OR the Primary Admin initiated
the payment and there are no other approvers at the business.

Q: Do | have to approve each payment in a recurring series?

A:Yes. Before approval, each payment must pass a limits and entitlements check; if the
initiator has exceeded their limits or no longer has the necessary permission, the
payment fails (the initiator, business admins, and Stockman Bank get an email
notification, and the payment moves to the Declined/Failed tab). If it passes the
validations, the payment is queued up for approval 2 business days before the send
date.

Q:What happens if | decline a payment?
A:The payment shows in Declined/Failed activity and the system sends an email
notification to the person who initiated the payment.

Q: How long do payments stay here awaiting approval?
A:Indefinitely

Q:What happens if | approve a payment after cutoff time?

A:If a wire with today as Deliver date is approved after cutoff, or an ACH with Deliver
date as one day out is approved after cutoff, it will be routed to Stockman Bank that
same day with a“Approved after user cutoff” warning.

Q:What happens if | approve a payment past the date?
A:Approval will go through, and the payment will be routed to Stockman Bank with a
“Past Due” warning.

Q:After a payment is approved, what happens next?

A:Wires with Deliver Date as the current business day are sent to Stockman Bank for
processing within 10 minutes. ACH transactions with the Deliver date as same day, or
I-2 business days out, are sent for processing within 30 minutes.

L )
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