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First Time Login

Step 1

Open your enrollment email and click Join.

CAPE
COD

Join ACME Industries at Cape Cod 5.

Jane Doe has invited you to create your account.

Or copy this link:

Cape Cod b
customerservice@capecodfive.com | Privacy Policy
(888) 225-4636
1500 lyannough Rd., Hyannis, MA

Step 2

Create your username and password. Click Create, then click and Sign In. Log in with your
credentials and confirm your email.

Create your account to join ACME Industries

Username

Username rules

Password

Confirm Password

Show rules
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Step 3

Review the information regarding registering for

two-factor authentication and click Get started. @
Choose how to receive your two factor
authentication codes: Choose a verification method to set up
¢ Authenticator app: Open your authenticator
app and either scan the QR code or enter the O Authenticator app
code that appears maﬂua”y, Enter the code Use an authenticator app to generate a unique
that generates on your app. giiirf}i;csatir?rggoudsee.dﬁny app that supports manual code

¢ FIDO security key: Insert or tap your security
fob to register.

¢ Symantec VIP: Download the Symantec VIP Q) FIDO security key
access app from the App Store or GOOgle Play Use your security key to sign in securely anytime you

sign in from a new computer or device.

Register the credential ID and enter the token
code that appears.

!;] Symantec VIP

Use Symantec VIP authentication to sign into your
account. We support digital and hard tokens.

Step 4

and accept the Terms and Conditions.

CAPE
COD

User agreement

THE CAPE COD FIVE CENTS SAVINGS BANK -
DIGITAL BANKING AGREEMENT

I. Electronic Communications Disclosure

Mote: This disclosure applies to communications
that we are legally required to provide to you and
other communications that we provide to you in
connection with any or all of your consumer
accounts, products and services accessible with
Cape Cod 5 Online Banking ("Online Banking”),
Cape Cod 5 Mobile Banking (“Mobile Banking”) or
on any Cape Cod 5 Cents Savings Bank websites.

Please read this Electronic Communications You're all set!

Disclosure ("eCommunications Disclosure”)

thoroughly - it contains impartant information From now on, you can use an authenticator app
about your legal rights. This eCommunications s o

Disclosure covers all of your accounts, products, when prom pted to “'e”fS"-

and services with The Cape Cod Five Cents
Savings Bank (collectively, "Cape Cod Five" "Cape

Cod 5 "we," "us,” and "our”) accessible, either
currently or in the future, through Online Banking, m
Mobile Banking or any Cape Cod 5 websites or

services. This includes, but is not limited to, the
following account and product and service types:
deposit accounts, loans, and other online services.
The words "I” "vou” and "vour” mean each account

D I have read and agree to both the terms of service and
Electronic Communications Disclosure
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Account Recovery

Use these steps to reset your password and/or retrieve your username.

Step 1
Click Forgot? On the login page.

Step 2

Enter your username and email address.

IMPORTANT: Email must match what is on file.

Business Online Banking
User Guide

CAPE
COD

‘> Username
Forgot?

First time user? Enroll now. m

<
Account recovery

We need this info to verify your identity.

‘ Username ‘

‘ Email ‘

Need help?

Can't remember this information? Try another way

© 2025 Cape Cod 5
Last Revised September 2025
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Step 3

Choose to receive your instructions via email or
text.

Step 4

Email: Open your email. Your username will
appear in the email body.
Click Reset Password if applicable.

Text: Open your text and click the link.

Business Online Banking
User Guide

<
Send password reset instructions

A password reset link will be sent to the phone number or
email listed below. Please request and access the link using
the same device.

£ Send via email

Link will be sent to

0 Send via SMS text
Link will be sent to (=) s2r-e

Message and data rates may apply.

CAPE
COD

Hi Ima,
You requested to update your password for
your profile 'User1’.

cxs (7]
Reset password

If you did not request help setting a new password, please

call (388) 225-4636 immediately

Cape Cod 5
customerservicei@capecodiive.com | Privacy Policy

(888) 225-4636

1500 lyannough Rd., Hyannis, MA

© 2025 Cape Cod 5
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Step 5

Enter the code you receive and create a new password.

Reset password
Login for User1
New password
Show rules

Confirm password

Dashboard

This is your landing page where you can access your accounts, review recent activity, and move
money.

Default Layout

1.

2.
3.
4

® N

Accounts - Displays accounts including balance, status, and last four digits of account
number.

Quick Action Buttons - Click a button to jump to that feature of online banking
Transactions - Displays recent activity on all accounts

Messages - Displays conversations between you and support representatives as well as
alerts and bank messages.

Bill Pay - Displays recent activity and quick links to Pay a bill, Pay a person, or Manage
payments.

Transfers - Displays scheduled transfers and a quick link to Make a Transfer.

Support - Displays support appointments, resources and messages.

Card Management - Displays debit cards that are linked to your accounts. Select a card to
toggle it on or off, report it lost or stolen, or reorder.

Business Online Banking 8 © 2025 Cape Cod 5
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CAPE
COD

Hi there!

o
[ Dashboard E Cape Cod Five Cents Savings Bank >

B9 Messages

3 Accounts

2 Transfers

&, Remote deposits

[s] Payments v
¥ Desktop remote deposits
Reports

@

s " Transactions @ Q bl Messages @ IZJ-] ane
UPRO Cape Cod 5

Kristen  Kristen April

No recent activity

We're sorry we missed you. Please call 888-225-
4636 for urgent matters,

Bill pay @ e

3] S Start a conversation

Pay a bill Pay a person
Transfers @ e
2 Make a transfer
No recent payments Scheduled transfers
No transfers scheduled.
CAPE Schedule a future or repeating transfer so you don't have to

COD worry about them later.

call Message Info

Card management e

—

Mo available cards

@ Organize dashboard

J My profile ~ « (&) Equal Housing

Cod Five Cents Sa

1gs Bank « Privacy policy « Me
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Organize Dashboard

Use this feature to add, remove, or reorder the cards on the dashboard.

Step 1
Click Organize Dashboard at the bottom of your Dashboard page.

Step 2

1.

Click and hold the 6 dot icon to drag
and drop the cards to the order you
prefer.

Click the X to remove a card from the
dashboard.

Click + Add a card to browse available
cards that may be added to the
Dashboard. Select any you'd like to
appear and click < when finished.
Click Done once the layout suits your
needs.

Organize Accounts

Use this feature to change the order of your accounts on the dashboard or update how the
account information is displayed.

Step 1

Click the ellipsis icon next to the Accounts section, then select Organize accounts.

Organize dashboard
Drag & drop to reorder

Accounis

it Transactions X
it Bill pay X
i Support X

+ Add a card

Done

i Messages X
it Transfers X
it Card management X

Link an account

ﬁ View balances and transactions for accounts

from anather financial

nstitution

1), Organize accounts

E View Compact Expanded

™ oOrganize dashboard

Business Online Banking
User Guide

10

© 2025 Cape Cod 5
Last Revised September 2025




Business Online Banking User Guide

Step 2
Click and hold the 6 dot icon to drag and drop an account to the order you prefer, then click
Save.

£ Organize accounts

Drag to reorder accounts

CC5 2471 $50.51
1 a2471 Auailable
testl $48.00
1 x2462 Available

Account View

Use this feature to change what account information is displayed on the dashboard.

Click the ellipsis icon next to the Accounts section choose from one the View options:
e Compact: Displays accounts in a single row. Only three accounts will appear at a time.
¢ Expanded: Displays accounts in two rows. Up to six accounts will appear at a time.
e Totals: Groups accounts together based on type such as Cash, Borrowed, Credit Balance,
and Investments. Displays the total balance for all accounts in each group.

Link an account
ﬁ View balances and transactions for accoumts
from anaother financial institution

T Organize accounts

El View [k lell Expanded

I oOrganize dashboard

Business Online Banking n © 2025 Cape Cod 5
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Messages

Use this module to start a conversation with the institution, review alerts, and access
informational messages from the institution.

Start a Conversation
Step 1

Navigate to the Messages card on the Dashboard and click Start a conversation or click the
New Conversation icon.

CAPE
COD
- Hi there!
(8 Dashboard [l Cape Cod Five Cents Savings Bank >
B9 Messages
[@ Accounts
o Transfers

&, Remote deposits
Payments v

Desktop remote deposits

B b =

Reports

Transactions Q bl Messages IZJ-] e
Cape Cod 5

Kristen  Kristen April

S

Support

No recent activity

We're sorry we missed you. Please call 888-225-
4636 for urgent matters,

Bill pay il

;L Start a conversation

Pay a bill Pay a person

Or Select Messages from the navigation pane and click Send us a message or Start a
conversation.

Business Online Banking 12 © 2025 Cape Cod 5
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CAPE
COD
M es sages [3] start a conversation
8 Dashboard
B3 Messages Inbox filter v
3 Accounts
Cape Cod 5
[
< Transfers No messages to show . . .
&, Remote deposits Kristen Kristen  April
We're sorry we missed you. Please call 888-225-
@ Payments d 4636 for urgent matters.
Please message us and we'll respond during
B Desktop remote deposits regular business hours (Monday - Friday, 7 am- 5
pm ET; Saturday, 7 am - 1 pm ET). To report fraud
or a lost/stolen debit card, call us 24/7 at 888-225-
Reports 4636.
@ support Send us a message

Step 2

Type your message in the field. Click the + to add transaction, account, or payment details to your
message. You can also attach images or other files. Click Send when done.

CAPE
COD
M essages [Z) start a conversation
02 pashboard
B9 Messages Inbox filter v New conversation Cancel
(8 Accounts -, : :
Al BRI LG To:  The Cape Cod Five Cents Savings Bank & ®
o Transfers
&, Remote deposits
Cape Cod 5
E Payments v Attach a...
@ Transaction . ’ .
51 Desktop remote deposits
Irena Apr Kristen
(@ Account
Reports We're here to help!
E Fapnan Wy respond within 15 minutes during
@ 5 t y! iness hours (Monday - Friday, 7 am- 5
uppor ET; Saturday, 7am- 1 pm ET).
A AcH
@ Image or file
° Type your message... @
Business Online Banking 13 © 2025 Cape Cod 5
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Close/Delete a Message
Select the icon and click Close conversation. Closing a conversation deletes it.

M essa g es [£]] start a conversation

Inbox filter ~ @ Cape Cod 5 @

Cape Cod 5 3:06 PM
Hello. Thank you for contacting Cape ...

Hello. Thank you for contacting Cape Cod 5.

One of our Support Specialists will be happy to
assist you. Please be aware, response times are
not immediate and you will receive a notification
when we have been able to respond, typically
within 15 minutes. If your request is urgent,
please call us at 888-225-4636. We appreciate
@ your patience while we research your request.

Auto reply - Now

4

@ Type your message... @

Business Online Banking 14 © 2025 Cape Cod 5
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Accounts

Select Accounts to see a listing of all the accounts tied to your online banking ID.

Account Information

Select an account from the Accounts page or from the Dashboard.
1. Download into CSV, TXT, OFX, QBO or QFX format, print, or search transaction activity.

2. Review recent account activity.
3. Quickly access other features for this account.
4. Review account details such as account and routing numbers, account owners, and
important dates.
CAPE
= CC5 2471
x2471
08 Dashboard
B9 Messages Transactions g Q
[@ Accounts TRANSF TO TEST1 POST CUSTOM REMOVAL/ISO TEST2C..  $1.00
Jul 15 $50.51
2 Transfers
TRSF FROM TEST1 POST CUSTOM REMOVAL/ISO TEST CO...  +51.00
&, Remote deposits — 3151
YA PREFUND PPD $1.00 ’
[s] Payments v d o 6084 Details @
51 Desktop remote deposits YA PREFUND PFD +$1.00 Account numbers
Jul 2 $51.51 Account number @
fepoits Routing number 211371078
YA PREFUND PFD +52.00
(® Support Jun 26 $50.51
Account information
TRANSF TO TEST1 CONFIRMATION NUMBER 613250117 $50.00 Owner Cape Cod Five Cents
Jun 13 $48.51 Savings Bank
Other names on account Cash Management Demo
TRANSFER FROM DDA ACCT NO. XXXX2462-D +549.50 Aas Account
i $98.51 Date opened 8/17/2007
TRSF FROM TEST1 CONFIRMATION NUMBER 403250266 +§1.00
Apr 3 $49.01 Activity
Last statement balance $50.51
CREBIT BACKITEM A Date of last statement 7/31/2025
Jan 27 548.01
Date of last deposit 7/15/2025
YA PREFUND cCcD OFF.. $1.00
Jan 24 547.01
Business Online Banking 15 © 2025 Cape Cod 5
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Transaction Details

Select a transaction to view additional information.

Add a tag to categorize the transaction.

Add notes to accompany the transaction description.

Review check images or add an image such as an invoice or receipt.
Attach the transaction details to a conversation with the institution.

NSNS

Transaction details

TRANSF TO TEST1 POST CUSTOM REMOVAL/ISO TEST 2 CONFIRMATION
NUMBER
7/15/2025

$1.00

@] Addtags @
[E Addnotes @
(@] Addimages @

+

[Z) Attachtoa conversation @

Transfers
Move money between internal accounts.

Submit a Transfer

Step 1

Click Transfer from the Dashboard, Make a Transfer from the Transfers page or Transfer from
an Account page.

Business Online Banking 16 © 2025 Cape Cod 5
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CAPE
COD
-
] Hi there!

[l achbozed H cape Cod Five Cents Savings Bank > o
B9 Messages
(@ Accounts Accounts
- CC5 2471 $50.51 $48.00
& Transiem x2471 Available Available
&, Remote deposits

[s] Payments ~ —
e | A Bl B B
51 Desktop remote deposits Transfer  Payaperson  Payabil Message AR
Step 2

Select your From and To accounts and enter the amount to transfer.
Click More options to set up a recurring frequency, select a future date, or add a memo if
applicable. Click Submit.

{ Transfer
CC5 2471
From .
35057
test]
To R
548.00
Amount S 0.00
More options
Transfers completed after %:00 PM may be processed the next business day. (M-F) Funds will be
credited on the following business day and may not immediately show in your account. Transfers made
on Saturday, Sunday, or a heliday will be credited on the next business day.

Edit or Delete a Transfer

Step 1

Navigate to the Transfers card on the Dashboard or the Transfers page to find the transfer to
edit or delete.

Business Online Banking 17 © 2025 Cape Cod 5
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CAPE

COD
[8 Dashboard
E2 Messages Transfers 8 Make a transfer
D' Arrie I 2 g:c?itz‘ni:ﬂ:cs 2471 ¥
2 Transfers S i S
<, Remote deposits SUN  MON TUES WED THUR FRI SAT
Payments s
[F1 Desktop remote deposits
[@ Reports
oo | ¢ 7 Y~

5 97 @
Step 2

Select the transfer and modify details or select the trash can icon to delete.

< Transfer |0
CC5 2471
From .
54931
test]
To
$49.00
Amount S 1.00
Frequency Once
Date September 2
Transfers completed after 9:00 P may be processed the next business day. (M-F) Funds will be
credited on the following business day and may not immediately show in your ascount. Transfers made
on Saturday, Sunday, or a haliday will be credited on the next business day.

eStatements

Enroll for eStatements to stop paper documents from being mailed. You will receive an email
when your electronic document is available to view.

Business Online Banking 18 © 2025 Cape Cod 5
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eStatement Enrollment

Step 1
Click Documents from the Accounts page or the Dashboard and accept the Terms and
Conditions.
C555
Business Checking- $10.33
X5726 Available @
8 Dashboard
9 Messages Transactions 4
Alert
(8 Accounts = TRANSFER TO SAVINGS ACCT NO. XXXX6737 CHEEEED
Y septs
< Transfers EI
. TRANSFER TO SAVINGS ACCT NO. XXXX6737 $2.00 Aftachto a
I"'} Sep2 $12.33 conversation
1, Remote deposits '
==
) .. TRANSFER TO SAVINGS ACCT NO. XXXX6737 §2.00 s il
[§] Bill pay SF augis $14.33 s
Autobooks ... TRANSFER TO SAVINGS ACCT NO. XXXX6737 $2.00 Accountiumbers.
S Jul 31 $16.33 Account number @
E Do remots s s Routing number 211371078
..  TRANSFER TO SAVINGS ACCT NO. XXXX6737 $2.00
@ Support 2 s $18.33
Account information
Step 2

Choose the account(s) and click Enroll.

< Documents

™ Documents

Go paperless with your statements
Notify at

Accounts to enroll

Business Checking (x5726)

Step 3
Define your parameters and click Filter.

Business Online Banking 19 © 2025 Cape Cod 5
User Guide Last Revised September 2025



Business Online Banking User Guide

CAPE
COD

-
oo

Dashboard

K

Messages

@

Accounts

Transfers

o

Remote deposits

[«

fe]

Bill pay

Autobooks

Desktop remote deposits

@ b

Support

Documents

Business Checking (X5726) 2 Clear all

Statement, Business Checking (x5726)

Account Statement August 2025
Statement, Business Checking (x5726)

Account Statement July 2025
Statement, Business Checking (x5726)

Account Statement June 2025
Statement, Business Checking (x5726)

Account Statement May 2025
Statement, Business Checking (x5726)

Account Statement April 2025
Statement, Business Checking (x5726)

Account Statement September 2025

Type
[] statements

Year

[] 2028
[] 2024

Accounts

. Business Checking
(x5726)

Clear all Apply

=

eStatement Enroliment Changes
Need to make changes to your eStatement enrollment?

Step 1
Select the Account.

CAPE
COD

[J8 Dashboard
Messages
Accounts

Transfers

F N @ [

Remote deposits

fe]

Bill pay

Autobooks

KU

Desktop remote deposits

Hi

Accounts

Business Checking
x5726

Transactions

$10.33
Available

&y TRANSFER TO SAVINGS ACCT NO. XXXX6737 $2.00
Sep 15, Business Checking

TRANSFER TO SAVINGS ACCT NO. XXXX6737 $2.00

S5 [El i)

Pay a person Pay abill Message

CAPE
COD
& Q]
call Message

Info

Business Online Banking
User Guide
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Step 2
On the Account page, select Settings.
C5D
Business Checking- $10.33
X5726 Available @
8 Dashboard
FEA Messages Transactions 1 5 Q =) &
Alert
[@ Accounts : TRANSFER TO SAVINGS ACCT NO. XXXX6737 [
- Sep 15 $10.33
< Transfers
. TRANSFER TO SAVINGS ACCT NO. XXXX6737 $2.00 Attachto a
I"} Sep2 $12.33 conversation
4, Remote deposits ‘
. ... TRANSFER TO SAVINGS ACCT NO. XXXX6737 $2.00 )
@ Bill pay Y augis $14.33 Details
Autobooks e TRANSFER TO SAVINGS ACCT NO. XXXX6737 $2.00 Accountiumbers.
L= Jul 31 $16.33 Account number @
E EEsRonRemOtepsIS Routing number 211371078
oy TRANSFER TO SAVINGS ACCT NO. XXXX6737 $2.00
@ Support = Jul1s $18.33
Account information
Step 3

Select Advanced settings.

Documents

Enrolled »

Advanced settings »

Step 4

Select Sign Up/Changes to modify Account Enrollment, select additional recipients to set up
additional people to receive your eStatements.
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CCA(I;S Documents
eStatements/Notices  SignUp/Changes  Email Settings ~ Additional Recipients  Disclosures
08 Dashboard
B9 Messages ) o ) ) o
Instructions: Below is a list of accounts and document types that are available for enroliment in electronic delivery. You
may place a check next to any document you wish to enroll or place a check next to any account(s) in which you wish to
@ Accounts enroll all documents. If you uncheck any decument or account, you will be unenrolled in electronic delivery for those
applicable documents and/or accounts. No selections will be saved until you select the “Save Settings” button.
2 Transfers ”
Enroll All Available Accounts and Document Types Shown
Y, Remote deposits
= Enroll Accounts
[s] Payments v
test]
51 Desktop remote deposits
CC5247
Reports

Stop Payments

You have the option to place a Stop Payment on either a single check or a range of checks via
Online Banking. The Stop Payment Service Fee is displayed before finalizing the request. The stop
remains active for six months, after which the payment(s) may proceed as normal. If you need
assistance, wish to cancel a Stop Payment before the six-month period ends, or need to stop an
ACH or recurring debit card transaction, please reach out to the bank by phone or through a
Secure Message.

Place Stop Payment on a Single Check

Step 1
Select Stop payments and select + Stop a payment.

CAPE
COD

CCS 2471 - $50.51

x2471 Available
02 Dashboard

B9 Messages Transactions X 5 Q
@ Accounts TRANSF TO TEST1 POST CUSTOM REMOVAL/ISO TEST 2 C... $1.00
Jul 15 $50.51
Transfers @
TRSF FROM TEST1 POST CUSTOM REMOVAL/ISO TEST CO... +51.00 Settings
ul 15
&, Remote deposits ) b
YA PREFUND PPD $1.00 .
Payments .o s bk Details
21 Desktop remote deposits YA PREFUND PFD +$1.00 Account numbers
Jul 2 $51.51 Account number @
Reports
B Routing number 211371078
YA PREFUND PPD +52.00
(@ Support Jun 26 $50.51
Account information
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Step 2
Choose A single check.

Stop payments
CCE 2471 (x2477)

What do you want to stop?

A single check
= 9

Stop a single check from being cashed.

A range of checks

Stop a consecutive range of checks from being cashed.

Step 3

Com plete the details. Stop payments
< CC5 2471 (x2471)
Check #
Check date
Select
Payee
Optional

Check amount

Reason

Select

Place a Stop Payment on a Range of Checks

Step 1
Select Stop payments and select + Stop a payment.
Step 2
Choose a range of checks and complete the ¢ Stop payments
details. Click Submit. cee s ey
Start check # - End check #
Optional
Reason
Select
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Alert Preferences

Set up alerts to be notified about your balance or certain transactions.
Set up Balance and Transaction Alerts

Step 1
Click Alert Preferences and select Balances, transactions, and deposits.

CAPE
e CC5 2471
Xx2471 Available ®
02 pashboard
B9 Messages Transactions B Q &
Alert
(@ Accounts TRANSF TO TEST1 POST CUSTOM REMOVAL/ISOTEST2C..  $1.00 LS pestcieaces
Jul 15 $50.51
2 Transfers E:CB
TRSF FROM TEST1 POST CUSTOM REMOVAL/ISO TEST CO... +$1.00 Settings
it
&, Remote deposits ) 3151
YA PREFUND PPD $1.00 ’
[s] Payments v il 5 Wit Details
B Desktop remote deposits YA PREFUND PPD +81.00 Account numbers
Jul 2 $51.51 Account number @
Reports
P Routing number 211371078
YA PREFUND PPD +52.00
@ Support Jun 26 $50.51
Account information
Step 2

Choose Balances, Transactions, and Deposits and click + Add alert.

< Account alerts
CC5 2471 (x2471)

(3) Balances, transactions, and deposits >

¢ Account alerts
CC5 2471 (x2471)

Balance Transaction

You do not have any alerts saved.

+ Add alert
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Step 3

Complete the details and select how you'd like to receive the alert. Click Add alert.

Account alerts
CC5 2471 (x2471)

Balance Transaction

You do not have any alerts saved.

Motify me when my balance is

‘ over ~

Maotify by:

O]

Email
dmecluskey@jackhenry.com

Text

(508) 237-2703 O]

In-App Message

Cancel

Edit or Delete a Balance and Transaction Alert

Step 1

From within the account, click Alert Preferences.

CAPE
COD

Dashboard
Messages

Accounts

n

Transfers

&, Remote deposits

Desktop remote deposits

@ & =

Reports

)

Support

Payments v

CCS 2471

x2471

Transactions b

& Q

TRANSF TO TEST1 POST CUSTOM REMOVAL/ISO TEST 2C...

$1.00

Jul 15 $50.51
TRSF FROM TEST1 POST CUSTOM REMOVAL/ISO TEST CO...  +51.00
Jul 15 $51.51
YA PREFUND PPD $1.00
Jul2 $50.51
YA PREFUND PPD +$1.00
Jul 2 $51.51
YA PREFUND PPD +52.00
Jun 26 $50.51

$50.51

Available

VAN

Alert

preferences

£2

Settings

Details

Account numbers
Account number @
Routing number 211371078

Account information
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Step 2
Toggle between Balance and Transaction to find the alert to modify or delete. Select Edit.

¢ Account alerts
CCH 2471 (x2471)
Balance Transaction
When balance is over $100.00, notify by in-app message. Edit
+ Add alert

Step 3
Modify the details or click the trash can icon to delete.

Account alerts
CC5 2471 (x2471)

Balance Transaction

Notify me when my balance is over :

5 100.00
Notify by:
Text Email
D (508) 237-2703 D dmccluskey@jackhenry.com In-App Message
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Account Settings

Change how the account appears within online banking, update preferences, and manage alerts.

Step 1

From within the account, select Settings.

COD
CC5 2471 $50.51
x2471 Available
[J8 Dashboard
B9 Messages Transactions r B Q z &
ransfer Ao

@ Accounts TRANSF TO TEST1 POST CUSTOM REMOVAL/ISOTEST 2 C... $1.00

Jul 15 $50.51
2 Transfers @

TRSF FROM TEST1 POST CUSTOM REMOVAL/ISO TEST CO... +51.00 Settings

W15

&, Remote deposits ) sas] =

YA PREFUND PPD $1.00 .
[s] Payments v il 5 Wk Details
5] Desktop remote deposits YA PREFUND PFD +$1.00 Account numbers

Jul 2 $51.51 Account number @
E Reports
. p Routing number 211371078

YA PREFUND PPD +52.00
(® Support Jun 26 $50.51

Account information

Step 2
1. Rename - Change the nickname of < Account details

the account. CC5 2471 Rename

2. Display Options - Choose to display

the account and/or activity in online

banking. Display options

3. Alerts and cards - Toggle between

Balance and Transaction Alerts. Click | Displayinoniine and mobile bancing @l

Edit to mOdIfy alerts' C“Ck + Add Display activity and transactions ()

Alert to add alerts.

x2471

= This account will be visible on the dashboard and account pages

= You may set up and receive alerts for this account

Alerts and cards

Balance Transaction
When balance is over $100.00, notify by in-app message. Edit
+ Add alert
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Card Management

Update the status of your debit card or set up card alerts.

Step 1

Select your debit card under Card management.

CAPE
COD

Primary 4638- $6.89

x4638 Available ®
[I8 Dashboard

B9 Messages Transactions R B Q B & @
Statements ;Mert Settings
[@ Accounts ACCTVERIFY FIDELITY BANK WEB SWEET DELIL...  $0.86 preferences
Aug 21 $6.89
2 Transfers
ACCTVERIFY FIDELITY BANK WEB SWEET DELL.. +$0.56
. Aug 21 $7.75
&, Remote deposits

ACCTVERIFY FIDELITY BANK WEB SWEET DELI... +50.30

[§] Payments v Aug 21 $7.19 Card management
B9 Desktop remote deposits REFUND WIRE FEE +$15.00 = EVOLVE TEST CARD R
Aug 20 $6.89 e e e 2718
Reports
ACCTVERIFY FIDELITY BANK WEB SWEET DELL...  $0.97
@ Support Aug 19 -$8.11 Details
Step 2

Update the status or set up alerts.
1. Toggle the switch off to temporarily block debit card transactions.
2. Set up alerts for certain types of transactions, block specific transactions, and set spending
limits.
3. Activate a new card once you receive it.

Manage card
Primary 4638 (x4638)

EVOLVE TEST CARD

wee s 2718, Active

Card services

@ Alerts and protection

@
®

§) Activate new card
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Payments

Bill Pay

Use this feature to pay a business or a person from one of your accounts.

Enroll in Bill Pay

You must first enroll in Bill Pay before you can send Payments. Select Bill Pay from the navigation

pane.
Please note: If you have multiple payment features activated, select the Payments menu first.
Click Enroll.
CAPE
COD
] Hi there!
08 Dashboard [ cCape Cod Five Cents Savings Bank > o
B9 Messages
(@ Accounts Accounts
CC5 2471 $45.51 $6.89
23 Teanalers x247M Available Available
&, Remote deposits
View all
Payments v
-~
B Desktop remote deposits = ((11 @
Transfer Pay a person Pay a bill
Reports
>
Enroll in payments
Conveniently make payments to people or companies. Enroll your eligible accounts today
for easy, fast and secure payments.
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Add a Payee

Step 1

Select Bill Pay from the navigation pane.
Please note: If you have multiple payment features activated, select the Payments menu first.
Click + New payee and select Company.

CAPE
COD

O8 Dashboard

+
B9 Messages Payments }1‘ ese
Company Pay a bill Pay a person Manage Payments
8 Accounts
Person
We couldn't find any paymen L.
2 Transfers

September 2025 )

4, Remote deposits
SUN MON TUE WED THUR FRI  SAT

[s] Payments ~ . 9 o 4 5 6

Bill pay 7 8 9 10 il 12 13
Positive pay 14 15 16 17 18 19 20
ACH 21 22 23 24 25 26 27
Wires 28 29 30
Approve ACH
Step 2
< Add abill

Complete the required fields and click Submit.
You may be prompted to enter your password in order
to authenticate.

‘ Payee name ‘

‘ Payee nickname (optional) ‘

‘ Phone number ‘

‘ Account number ‘

‘ Name on bill (optional) ‘

Payee address

‘ Street line 1 ‘

‘ Street line 2 (optional) ‘

‘ City H State H Zip ‘
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Edit or Delete a Payee

Step 1
Navigate to the Bill Pay page and select the Payees tab.

CAPE
COD
[IE Dashboard
9 Messages Payments +New payee @ .f)\ eee
Pay a bill Pay a person Manage Payments
[@ Accounts History Payees
-
2 Transfers Q Search payees o September 2025 < o>
4, Remote deposits
TYPE PAYEE METHOD SUN  MON TUE WED THUR FRI SAT
[s] Payments ~ 1 2 3 ° 5 6
@ Adrian x5456 Check »
Bill pay 7 8 9 10 1" 12 13
® Ang Direct deposit »
Positive pay 14 15 16 17 18 19 20
ACH ® Baker Direct deposit » 21 29 23 24 o5 26 o7
Wires @ boa x6789 Electronic H 28 29 30
Approve ACH ED cex1111 Check >
Step 2
Select the payee and click Edit. You may be Details -
prompted to enter your password to
authenticate. ok Daé Edit >
%, cal
Make a payment
Payment history
We couldn't find any matching payments
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Step 3
Modify the payee’s information or click the trash can < Edit payee o
icon to delete.

JOHN DOE

(555) 555-5555
Account number
%5456
John Doe
Payee address
123 Main 5t
Street line 2 (optional)

Anytown MA 02563

Pay a Single Bill or Person

Step 1
Select Pay a Bill or Pay a Person from the Dashboard or the Bill pay page.

CAPE
COD

02 Dashboard

B e Payments + New payee }1. T
Pay a bill Pay a person Manage Payments
(8 Accounts
We couldn't find any payments or payees
>
& Tramies September 2025 < >
&, Remote deposits

SUN MON TUE WED THUR FRI BAT

Payments " 1 o 4 5 ]
Bill pay 7 8 9 10 1 12 13
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Step 2
Select the payee to send a payment to.

< Pay a bill

Single Multiple

Q. Ssearch payees

49

Adrian x5456

Check, Last paid: Never

boa x6789

Electronic, Last paid: Never

ccx1111

Check, Last paid: Never

Step 3

Select the account to pay from and enter the amount. Click More options to set a recurring
frequency or schedule for a later date. Click Submit.

< Payment
Adrian
Primary Checking
From X2462
Amount S 1.00
More options
Payment initiated today by check, estimated arrival Sep 10
Business Online Banking 33 © 2025 Cape Cod 5

User Guide Last Revised September 2025



Business Online Banking User Guide

Pay Multiple Bills

Step 1
Select Pay a Bill or Pay a Person from the Dashboard or the Bill pay page.

CAPE
COD

08 Dashboard

B4 Messages Payments + New payee E }-L. .
Pay a bill Pay a person Manage Payments
8 Accounts
We couldnt find any payments or payees.
-
€ Transfers September 2025 <>
4, Remote deposits
SUN MON TUE WED THUR FRI SAT
[s] Payments ~ e 4 5 6
Bill pay 7 8 9 10 11 12 13
Positive pay 14 15 16 17 18 19 20
ACH 21 22 23 24 25 26 7
Wires 28 29 30
Approve ACH
Step 2

Select the Multiple tab and click the + next to the payees to send payments to.

£ Pay a hill
Single Multiple

Q. Search payees iy Adrian %5456 Q)
Adri ~ a From Send on Amount
Bl Primary Checking (x2462) - Sep 4 $ 0.00

Check, Last paid: Never Arrives by Sep 10

boa x6789

Electronic, Last paid: Mever

Step 3

Select the account to pay from, choose the date to send, and enter the amount. Click Review and
pay then Submit payments.
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£ Pay a bill
Single Multiple
] arch pay ﬂ_; Adrian x5456 l:x.:'
& From Zend on AMmiaunt
Adrian x5456 : . : v - &
; Primary Checking (x24632) Sep 4 = 1.00
Check, Last paid: Never 25 by Sep 10
boa x6789
Electronic, Last paid: Never boa x6780 ()
Frowr and On Amaunt
cCx111 : : = : .
1 Primary Checking (x24632) Sep 4 3 1.00
Check, Last paid: Neve
Review and pay (2)

Scheduled payments can be reviewed on the Dashboard or on the Bill pay page.

Edit or Delete a Payment

Step 1

Navigate to the Bill pay card on the Dashboard or to the Bill pay page and select the payment to
edit or delete. Click Edit.

Bill pay
Pay a bill Pay a person Manage payments
() ABC Electric x6789 $1.00
Scheduled for Sep 30
(9  XYZ Plumbing x6789 $1.00
Scheduled for Sep 30
See more
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Step 2
Modify the details or click the trash can icon to delete.
Edit payment
< ABC Electric [ﬁ]
ACCT 1
From x4680 ’
Amount 8 1.00
Sep 30
Sends Arrives by Oct 4 ’
Notes Add memo or comment >
Payment will be made by check

*Positive Pay

Enter Issued Items Manually

Step 1

Select Positive Pay from the navigation pane.
Please note: If you have multiple payment features activated, select the Payments menu first.

Step 2
Click + Add checks and select Add your checks manually.

CAPE
COD .
Positive pay
[I8 Dashboard
9 Messages Check entries +  Addchecks
[8 Accounts
=1 Work check exceptions
-
e Transfers
@ Work ACH exceptions
‘L Remote deposits Your check uploads will display here
[s] Payments ~ Settings
Bill pay Manage templates
Positive pay View ACH filter rules
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< Add checks

[E2 Add your checks manually

0 Select template Select template >

o Choose associated account () Select »

Upload file

( Default template formatting guide
Max 500 items per file

After submission, please allow time for processing.

Step 3

Select the account the checks were written against.

{ Select account

Select the account your checks were issued from

Q. Search accounts

CC5 2471 (x2471) >
$48.51 available

Step 4

Enter the Check number, Check amount, Payee, Type, and Check date.
For check Type, select void to invalidate a previously entered issued item.
Click Save and enter another if you have more checks or click Review (x) checks if done.

Business Online Banking
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Enter checks
< CC5 2471 %2471
Check number 1234
4/10
Check amount S 1.00
Payee Vendor One
10/35
Type Debit .
Check date Select >
Save and enter another

Step 5

Review the details you entered and click Approve to continue. Click Approve to confirm. Review
the confirmation and click Done.

'Y Review checks

CC5 2471
%2471

Account

Upload summary

Total items 1

Total amount $1.00

DATE  PAYEE/AMOUNT CHECK #

1.00
= $ 1234 >

Vendor One
Enter another
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Step 6
Your check file will appear on the Positive Pay dashboard in a Pending Status. Click Review &
approve.
CAPE
COD e
Positive pay
[I8 Dashboard
3 Messages Check entries +  Addchecks
A t ) Pg?F:aJy_r'ManualEntry_JaneDolJlJlH_250329.1;:(1 Review &
9 i C52471 approve Work check exceptions
Pending
2 Transfers
@ Work ACH exceptions
&, Remote deposits
[5] Payments ~ Settings
Bill pay Manage templates
Positive pay View ACH filter rules
Step 7

Review the details and click Approve.
Review the confirmation and click Done.

Review checks

File upload summary

File name PosPayManualEntry_JaneDo0001_250829 txt
Total items 1

Total amount  $1.00

DATE PAYEES/AMOUNT CHECK # “
$1.00 00000001234
Vendor One
v
I [

If any modifications are needed, cancel this upload and resubmit with corrected issued itemi(s).
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Step 8
The issued items file status will now show as Successful.

CAPE
COD

Positive pay

(I8 Dashboard

3 Messages Check entries +  Addchecks
PosPayM |Entry_JaneDo0001_250829.ixt Just
(@ Accounts B ng: q?i.. TR i ;Oa;;d
VAN P Work check exceptions
Successful
2 Transfers
@ Work ACH exceptions
J, Remote deposits

Create an Issued Items Upload Format

Step 1

Select Positive Pay from the navigation pane.
Please note: If you have multiple payment features activated, select the Payments menu first.

Step 2
Click Manage templates and click the + sign.

CAPE
COD .
Positive pay
[I8 Dashboard
3 Messages Check entries +  Addchecks
@ Accoutits ) P:iF:aJy_r!F.\lf'lanualEntry_JaneDolJlJlH_250329.1;:(1 Review &
ALETH approve Work check exceptions
Pending
2 Transfers
@ Work ACH exceptions
&, Remote deposits
[5] Payments ~ Settings
Bill pay Manage templates
S View ACH filter rules
Positive pay
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< Manage templates +

Orleans Test 5
Fixed position

PT
Fixed position >

Test 5
Fixed position

Default Fixed 5
Fixed position

Default Delimited 5
Delimited

Step 3

Select the format of your file.

Delimited:

1. Enter a name for this upload format.

2. Choose your amount format, field delimiter and text qualifier.

3. Enter the column number from your file into the corresponding field. Leave any columns
you're not using blank.
Please note: Some fields may require additional configuration. Click the arrow to adjust
those fields.

Click Review and then Save. Click Done.
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Template name

Amount format (&)

Field delimiter (&

Text qualifier (0

Column order

LABEL

Item Number

Required

Item Amount

Required

Account number

Account type

Issue date

Create delimited template

_Template name

COLUMN NUMBER

‘ Col # ‘
‘ Col # ‘
‘ Col # ‘
‘ Col # ‘

‘ Col # ‘

0/50

Mo format validation »

Comma () >

MNone >»

Enter which columnn each label appears in your file. Leave any columns you're not using blank.

CONFIGURATION(S)

Payee
Max 35 characters

Debit/credit

Void indicator

Void date

Payee address 1

Payee address 2

Payee address 3

Payee address 4

Stop indicator

Col #

Col #

Col #

Col #

Col #

Col #

Col #

Col #

Col #

Cancel
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Fixed Position:
1. Enter a name for this upload format.
2. Choose your amount format.
3. Enter where each label starts and ends in your file. For example, if the item number is the
first six characters in your file, the beginning number would be 1and the end would be 6.

Click Review and then Save. Click Done.

< Create fixed position template
Debit/credit ‘ Begin | End ‘ >
Template name _Template name
0/50 S
Void indicator ‘ Begin | End ‘ >
Amount format (O No format validation > —
Label position Void date ‘ Begin | End ‘ >
Enter where the label position begins and ends in your file. Leave columns you're not using blank
LABEL BEGIN END CONFIGURATION(S)
g::r?i_r:gmber ‘ Begin ‘ End ‘ Payee address 1 ‘ Begin | End ‘
gzcnsiﬂ?oum ‘ Begin ‘ End ‘ Payee address 2 ‘ Begin | End ‘
Account number ‘ Begin ‘ End ‘ Payee address 3 ‘ Begin | End ‘
Account type ‘ Begin ‘ End ‘ % Payee address 4 ‘ Begin | End ‘
Issue date ‘ Begin ‘ End ‘ > Stop indicator ‘ Begin | End ‘ >
b I
‘viaa{"aig characters ‘ Begin ‘ End ‘ Cancel
Your upload template will be listed under the Manage Templates page and can be edited or
deleted at any time.
Click the + to add more template if necessary.
< Manage templates +
Property Management S
Delimited
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Upload an Issued Items File

Step 1
Select Positive Pay from the navigation pane.

Please note: If you have multiple payment features activated, select the Payments menu first.

Step 2
Click + Add checks.

CAPE
COD

Positive pay

(2 Dashboard

Check entries

B2 Messages <+ Add checks
[@ Accounts E‘ PosPayManualEntry_JaneDo0001_250829.txt CC5 2471 5 days ago
Successful Work check exceptions
< Transfers
@ Work ACH exceptions
&, Remote deposits

[§] Payments ~ Settings
Bill pay Manage templates
Positive pay View ACH filter rules
ACH
Step 3
Choose your upload format template. ] dd checke

1. Select the account the checks were written
against.

2. Browse for your issued items file.

3. Click Submit.

Business Online Banking
User Guide

2 Add your checks manually >
o Select template Select template »

o Choose associated account @) Select »

Upload file (@ Default template formatting guide
Max 500 items per file

T

—
Drag and drop file here, or browse

After submission, please allow time for processing.
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Step 4

Your uploaded flle will appear on the Positive Check entries

Pay dashboard in a Pending status. Click

Review & approve. [ arp3.csv 1044680 TEST ACCT 1 Review & approve >
Pending

B ArpManualEntry_Bank3_241028.txt 1044680 TEST ACCT 1 10 mins ago

Successful

Step 5

Review the details and click Approve.

. . ) . Review checks
Review the confirmation and click Done.

File upload summary

File name arp3.csv
Total items 3

Total amount  $142.00

DATE PAYEE/AMOUNT CHECK #
R 00000000454
27 Vendor 1
ocT $30.00

00000000455
28 Vendor 2
OCT 87.00
29 S 00000000456
Vendor 3

If any modifications are needed, cancel this upload and edit your CSV file.

Step 6
The issued items file status will now show .
Check entries
Successful.
B arp3.csv 1044680 TEST ACCT 1 Just uploaded
Successful
B ArpManualEntry_Bank3_241028.txt 1044680 TEST ACCT 1 10 mins ago
Successful
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Work Check Exceptions

Step 1

Select Positive Pay from the navigation pane.
Please note: If you have multiple payment features activated, select the Payments menu first.

Step 2
Click Work check exceptions.

CAPE
COD e
Positive pay
(08 Dashboard
B Messages Check entries -+ Add checks
[@ Accounts E‘ PosPayManualEntry_JaneDo0001_250829.txt CC5 2471 5 days ago
Successful Work check exceptions
< Transfers
@ Work ACH exceptions

&, Remote deposits
[§] Payments N Settings

Bill pay Manage templates

Positive pay View ACH filter rules

ACH

Step 3

Review your exception(s). Click the check number to see additional details. Check the box to Pay
the item or leave the box unchecked to return. Click Submit when done.

< Work check exceptions

Account: Business 002 (x5140) >

() Select any check exceptions you would like to pay.

PAY PAYEE/AMOUNT CHECK #/REASON
$86.56 = 0923653370
Pay @ Not Issued

Returning 0 Paying 1

Submit
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Work ACH Exceptions

Step 1

Select Positive Pay from the navigation pane.
Please note: If you have multiple payment features activated, select the Payments menu first.

Step 2
Click Work ACH exceptions.

CAPE
COD

Positive pay

(2 Dashboard

B Messages Check entries -+ Add checks
[@ Accounts E‘ PosPayManualEntry_JaneDo0001_250829.txt CC5 2471 5 days ago
Successful Work check exceptions
< Transfers
@ Work ACH exceptions
&, Remote deposits

[s] Payments -~ Settings
Bill pay Manage templates
Positive pay View ACH filter rules
ACH
Step 3

Review your exception(s). Check the box to select the ACH exceptions you would like to pay or
leave the box unchecked to return. Click the arrow on the right hand side to see additional details.
Click Submit when done.
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'Y Work ACH Exceptions

Account: 3001 (x3001)

PAY PAYEE/AMOUNT/DESCRIPTION

$562.41 Debit
AXIS CORP- PAYMENT AXIS CORP

Return

$54.54 Debit
GEI TECHNOLOGIES- IT SERVICE GEI TECHNOLOGIES

Return

$1,565.41 Debit
ALLIANCE LLC- INVOICE ALLIANCE LLC

Return

$99,999.00 Debit
Failed Company- FAILRECUR Failed Company
Return

Returning 4 Paying 0

Debils r

Debits r

Debils r

Debils r

>
SEC/REASON
:CD N
0l allowed
PPD
>
ol allowed
PPD
¥
ol allowed
PFPD
?
ol allowed

(@ Select any ACH exceptions you would like to pay. Exceptions not decisioned will have the default decision applied after cutoff

*ACH

Create a Batch Manually

Step 1
Select ACH from the navigation pane.

Please note: If you have multiple payment features activated, select the Payments menu first.

Step 2
Click Create ACH.
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CAPE
COD
(8 Dashboard
B Messages Active History
[@ Accounts BATCH RECURRING AMOUNT | —
2 Transfers ACH UPLOAD $1.00 August 2025 <) (>
Ready cch
&, Remote deposits Bt s S SUN MON TUE WED THUR FRI  SAT
Payments ~ -t Fe
DHTest 5 50.01
Bill pay Ready cco
Positive pay Dunkin Donut $6.00
Ready cch . " - .
ACH
emily test 123 $1.00 . e
Wires Ready PPD
Approve ACH Nk Tes( 7 $1.00
Ready FPD
¥ Desktop remote deposits i —
[@ Reports = o
July 2025 $3.00
@ support e
Step 3
Enter the Batch name and select the ACH company to originate the payment from.
'Y Create ACH
Batch name ACH name
Company Select company
Cancel

Step 4

Confirm that the correct SEC code, Entry description, and Discretionary data display. Modify if
necessary. Click Add recipients.
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£ Create ACH
Batch name Payroll
Company
Company 1D
SEC PPD
Entry description Y& PREFUMD
Discretionary data Discretionary data
Recipients Add recipients
Restrict batch (i) []

Cancel

Step 5

Choose Add Manually or Import from file. ¢ Recipients .

For Add Manually, enter the Recipient name, New recipient ~ &
the amount to pay them, transaction type P e
(Credit or Debit), and account information. ‘ Recipient name | | $ 0.00 | ‘ Crednt - ‘
Click Optional fields to enter a recipient ID ‘ Account number | Routing number Q| ‘:mumpe . ‘

number or addenda information.
Optional fields ~ [] Prenote [ ] Hold
Check Prenote to create a zero dollar batch
for this transaction. This prenote batch may
then be initiated to confirm account details + Add another recipient
prior to sending the live batch. (optional)

Check Hold to prevent this transaction from
processing with the other transactions in the batch. (optional)

Click + Add another recipient to enter another recipient. Click Save recipient when done adding
recipients to the batch
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Step 6

Click Create batch, review the confirmation, then click Done.

< Create ACH
Batch name Payroll @
Company
ACH batch created
Company ID
Payroll
SEC FFD > (® Credits () Debits
$1.00 $0.00
Entry description YA PREFUND >
Recipients 1
Discretionary data Discretionary data
ACH company  TRANS EMPLOYMENT
SEC code PPD
Recipients Add recipients > Description PAYROLL
Discretionary
Restrict batch (O ]
Cancel m

The batch will appear under the Active tab in a Ready status.
Please see the Initiate a Batch section for steps on how to send the payment.

Upload a NACHA File

Step 1

Select ACH from the navigation pane.
Please note: If you have multiple payment features activated, select the Payments menu first.

Step 2
Click Upload ACH.
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CAPE
COD
(8 Dashboard
1 Messages Active History
@ Accounts BATCH RECURRING AMOUNT [——
2 Transfers ACH UPLOAD $1.00 August 2025 [INE
Ready cCo
¥, Remote deposits Batoh Name S1ag SUN MON TUE WED THUR FRI SAT
Ready PPD
[§] Payments ~
DHTest5 $0.01
Bill pay Ready cco
Positive pay Dunkin Donut §6.00
Ready cCo 4 " . .
ACH
emily test 123 $1.00 _ @
Wires Ready PPD
Approve ACH Gz Test $1.00
Baady son
Step 3

Browse for your file and click Upload. Review your file for proper formatting if you receive an error.
The batch will appear under the Active tab in a Ready status.

Please note: A generic name will be given to an uploaded batch. Select the batch and click Edit if
you wish to change the name.

{ Upload ACH

Upload your NACHA formatted files below to create new ACH batches.

——————————————————————————————————————————————————————————————————————————————————————————————————————————————————

[% test upload ach.txt i

(=
-3
=]
a

Recent uploads @

Mo recent uploads found at this time.

Please see the Initiate a Batch section in this document for steps on how to send the payment.
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CAPE
COD
(8 Dashboard
= Messages Active History
[ Accounts BATCH RECURRING AMOUNT
2 Transfers ACH UPLOAD $1.00 August 2025 <0y
Ready cCo
., Remote deposits L. $1.49 SUN MON TUE WED THUR FRI SAT
R!ﬂ’ PPD
Payments ~
DH Test 5 $0.01
Bill pay Ready cco
Positive pay Dunkin Donut §6.00
Ready cCo . . - .
ACH
emily test 123 $1.00 e
Wires Ready PPD
Approve ACH Eaas sty $1.00
Ready PPD
Desktop remote deposits
& P p i o6
Ready
@ Reports
July 2025 $3.00
@ support Ready o
Step 1

Select ACH from the navigation pane.
Please note: If you have multiple payment features activated, you will select the Payments menu
first.

Step 2
Click Pay taxes.
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CAPE
COD
(8 Dashboard
B9 Messages Pty
[@ Accounts BATCH RECURRING AMOUNT R
2 Transfers ACH UPLOAD $1.00 August 2025 [INE
Ready cco
¥, Remote deposits Batoh Name $1.49 SUN MON TUE WED THUR FRI SAT
Ready PPD
[§] Payments A
DHTest5 $0.01
Bill pay Ready cco
Positive pay Dunkin Donut §6.00
Ready CCD . . - .
ACH
emily test 123 $1.00 _ e
Wires Ready PeD
Approve ACH BN Te8t S $1.00
Basd, pon
Step 3

Choose Federal or State taxes, enter a Payment name, and enter the Tax period in MM/YY
format. Click Next.

< Pay taxes

o Payment details

Tax authority

Payment name Tax FD Payment name

Tax period MM/YY

0 From and to accounts Edit

9 Tax code and amounts Edit
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Step 4
Select the ACH Company to originate the payment from, the Pay from account, the Pay to
account, and enter your Taxpayer ID. Click Next.

< Pay taxes

0 Payment details Edit

Federal, Tax FD Quarterly Tax, September 2025

o From and to accounts

Company >
CC524M
Pay from i !
Bank of A i
Pay to ank of America 5

Taxpayer ID 123456789

-

o Tax code and amounts Edit

Step 5
Look up the Tax code, enter the Amount, and click Create payment.

Review your confirmation and click Done.

4 Pay taxes
° Payment details Edit

Federal, Tax FD Quarterly Tax, September 2025

° From and to accounts Edit
From CC5 2471, to Bank of America

o Tax code and amounts

Tax code Lookup tax code >

Amount 8 1.00

Back

The tax payment batch will appear under the Active tab in a Ready status. Please see the Initiate
a Batch section in this document for steps on how to send the payment.
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CAPE
COD

(8 Dashboard

Hist
B2 Messages oy
(@ Accounts BATCH RECURRING AMOUNT
2 Transfers ACH UPLDAD $1.00 August 2025 <) (%
Ready cch
., Remote deposits B s149 SUN MON TUE WED THUR FRI SAT
Ready FPD
Payments ~
DHTest5 $0.01
Bill pay Ready cco
Positive pay Dunkin Donut $6.00
Ready cCD
ACH
emilv test 123 21 nn A

Edit or Delete a Batch

Please note: Batches in an initiated or processed status cannot be edited or deleted. Please
uninitiate the batch first or contact the bank for assistance.

Step 1
Select the batch.

CAPE
COD
(8 Dashboard
i
E2 Messages it
@ Accounts BATCH RECURRING AMOUNT
2 Transfers ACH UPLOAD $1.00 August 2025 e
Ready cco
&, Remote deposits e 149 SUN MON TUE WED THUR FRI  SAT
mﬂ, PPD
Payments ~
DHTest5 $0.01
Bill pay Ready cco
Positive pay Dunkin Donut $6.00
Ready cCo
ACH
£milv test 123 21 00 A
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Step 2

1. Select the ellipsis icon to delete the batch.
2. Click Edit to modify the batch header information.
3. Click Recipients to add, delete, or modify the recipient(s) account information or payment

amount(s).
Batch details C‘D L 4

ACH UPLOAD  Ready

$1nu snuu @ s

¥A PREFUND

ek TS L
ed (D) o

2] amschio s convarsation

Mark as pending Review and initiate

Initiate a Batch

Step 1

Select ACH from the navigation pane.
Please note: If you have multiple payment features activated, select the Payments menu first.

Step 2

Select the batch in a Ready status and click Review and initiate.

Please note: If dual control is activated, you cannot initiate a batch that you created or edited. A
second user will need to complete this step.

Business Online Banking 57 © 2025 Cape Cod 5
User Guide Last Revised September 2025



Business Online Banking User Guide

ACH UPLOAD  Ready

$1.00 $.D.00

Edit >

CAPE
COD.
08 Dashboard
= Messages Active History
[B Accounts BATCH RECURRING AMOUNT
2 Transfers ACH UPLOAD $1.00 August 2025 £
Ready cco
&, Remote deposits Btk s $1.49 SUN MON TUE WED THUR FRI  SAT
[§] Payments ~ il
! DHTest5 $0.01
Bill pay Ready cCco
Positive pay Dunkin Donut §6.00
Ready CCL
ACH
emily test 123 $1.00 e
Wires Ready FPD
Approve ACH GRS Ieat? $1.00
Ready
Desktop remote deposits
i | P p i $5.00
Read) PPL
@ Reports ¥
July 2025 $3.00
@ Support Ready PPD
Batch details *

1033326287

(s8]

Business websine or description YA PREFUND

Batch restricted (1) No

[E amecnio a convarsation

Mark as pending
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Step 3

Select the Offset account if applicable,
recurring Frequency if applicable, and the
Effective date.

Check the Reset amounts to $0.00 after
processing if you'd like to clear out the dollar
amounts in the template after processing.
(optional)

Click Initiate.

You may be asked to enter your password to
authenticate.

Review your confirmation and click Done.

The batch will appear in an Initiated status
under the Active tab.

Please note: Batches in an Initiated status may

be uninitiated up until our cut off. Please see

the Uninitiate a Batch section in this document

for more information.

Initiate ACH

ACH UPLOAD
(#) Credits () Debits
$1.00 $0.00
Show details ~
Offset account CC5 2471 2471 >
Frequency Once >
Effective date Sep5
Reset amounts to $0.00 after processing O
Batch initiated

ACH UPLOAD

() Credits () Debits

$1.00 $0.00

fo] Effective date
Sep 5

0828250106

Confirmation #

Recipients 1

The batch will return to a Ready status after processing and may be reused, edited, or deleted.

Business Online Banking
User Guide
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CAPE
COoD

(8 Dashboard
Messages

Accounts

n @ @

Transfers

Remaote deposits

[«

Payments i

=

Desktop remote deposits

B B

Reports

@

Support

BATCH RECURRING AMOUNT
ACH UPLOAD $1.00
Initiated Cro
Batch Name 51.49
Rsady =0
DHTest § 50,01
Raady oL
Dunkin Dot $6.00
Faady
emily 1est 123 $1.00
Ready D
GMS Test 7 51.00
B Pk

TUE WED THUR FRI SAT

Initiate Multiple Batches

Step 1

Select ACH from the navigation pane.
Please note: If you have multiple payment features activated, select the Payments menu first.

Step 2

Click the Bulk Action icon and select the batches you want to initiate. Click Initiate.

CAPE
COD

08 Dashboard

Messages

W O

Accounts

Transfers

n

Remote deposits

[

=

Bill pay

Positive pay

ACH

Wires

Approve ACH
[# Desktop remote deposits
[@l Reports

@ support

Payments ~

History

BATCH RECURRING

ACH UPLOAD
Ready

Batch Name

Ready

DHTest 5
Ready

Dunkin Donut
Ready

emily test 123
Ready

GMS Test 7
Ready

L]
Ready

July 2025
Ready

$1.00
§1.00
§5.00

§3.00

TUE WED THUR FRI SAT
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1 selected: | &= Initiate Cancel
BATCH RECURRING  AMOUMNT
ACH UPLOAD £1.00

W

. Ready CCD

Step 3
Enter the Effective date, select the Offset account if applicable, and check the Reset to $0 box if
desired for each batch. Click Initiate (x) batches.

You may be asked to enter your password to authenticate.

Review your confirmation and click Done. The batches will appear in an Initiated status under the
Active tab.

L4 Initiate batches

Batch Name $1.49

‘ Sep 3 B ‘ ‘ CC5 2471 (x2471) Q ‘ [] Resettos$0

DHTest5 $0.01

‘ Sep4 = ‘ ‘ CC5 2471 (x2471) Q ‘ [ ] Resetto$n

Un-initiate a Batch

Step 1

Select ACH from the navigation pane.
Please note: If you have multiple payment features activated, select the Payments menu first.

Step 2

Select the batch in an Initiated status, click Uninitiate, and confirm.
The payment will return to a Ready status and will not process.
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CAPE
COD

08 pashboard

History

E Messages
@ Accounts BATCH RECURAING AMIOUNT
2 Transfers ACH UPLOAD £1.00 August 2025 L L
Initiated or
ok, Remote deposits S tan SUM MON TUE WED THUR FRI  SAT
Ready PED
Payments v
DHTem 5 $0.01
[¥1 Desktop remate deposits Ruady o
@ Reports Dunkin Donut $6.00
Ready
(@ Support
emily test 123 $1.00 e
GME Test 7 £1.00
Fuady (=]
Batch details . x
ACH UPLOAD  Ready
$1.00 $0.00 s
Recipients 1 recipient *
any ID 1033326287
SEC code CCD
Busins = ¥A PREFUND
Batch restricted (T) No
[ areach 1o 8 conversation
Mark as pending Review and mnitiate
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History

Select this tab to review batches that have been processed.

CAPE
COD
08 Dashboard
Active
B3 Messages
3 Accounts DATE  BATCH AMOUNT
2  Transfers ?FE ACH UPLOAD 5100 August 2025 O (5
&, Remote deposits % testCCM $1.00 SUN MON TUE WED THUR FRI  SAT
27 Bp
[5] Payments -
M testing 6.24.25 $2.00
Bill pay 24
Poatie 2 Test 5500 51'.0.0
45 Y5 Test4S $0.01
18 i | 28 @
Wires 2
0 Test100 s1.01 '
Approve ACH 18
* [ ]
Wires

Create a Wire

Step 1

Select Wires from the navigation pane.
Please note: if you have multiple payment features activated, select the Payments menu first.

Step 2
Select Create wire.
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CAPE
COD

[I8 Dashboard

Acti Histor Templat .
B9 Messages ctive s ermpietes \f_) Create wire
— Account
A t
(@ Accounts CC52471 x2471 >
September 2025 [
2 Transfers
WIRE AMOUNT
3, Remote deposits SUN MON TUE WED THUR FRI SAT
test 7.16
_ $0.02 1 2 o 4 5 6
Approval to CAPE COD FIVE CENTS S...
[s] Payments ~
7 8 9 10 11 12 13
Bill pay
14 15 16 17 18 19 20
Paositive pay
21 22 23 24 25 26 27
ACH
286 29 30
Wires
Step 3
Enter a Wire name, choose the account to debit the funds From, and click Add creditor.
L4 Create wire
Wire name
0/30
From Select account >
To Add creditor >
Amount 8 0.00
Remittance information Add notes >
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Step 4

Enter the beneficiary’'s name, account number, and address in the Creditor Details section

Wire type

L4 Add creditor

Domestic International

Creditor details
Person or company receiving the payment.

Name

Account number

Building/street #

Street name

Town name (city)

Country subdivision (state)

Post code (zip)

United States - US -

+ Show optional fields

Step 5

Enter in the details for the Creditor agent. Click
Find institution to look up the beneficiary's
financial Institution name then click Save.

Business Online Banking
User Guide

Creditor agent
Beneficiary institution that holds the creditor's account.

Q. Find institution

‘ Routing/ABA number ‘

Institution name

‘ Reference beneficiary

‘ Town name (city) ‘ ‘

Country subdivision (state)

‘ United States - US

Instructed agent
Creditor's receiving financial institution.

Same details as Creditor Agent

Ca nce‘ m
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Step 6

Enter the amount of the wire and add any notes | ¢
that should accompany the wire if applicable.

If you anticipate sending this wire again in the Wire name
future, click Save as template to retain the
information under the Templates tab. Eréen
Please note: if you wish to send a recurring To
wire, it must be saved as a template first.

Amount

Click Create wire.

Remittance information

Save as template (3)

Create wire

Vendor One

CC5 2471 x247

545.51
Vendor One |

S 1.00

Add notes »

Step 7
Review your confirmation message and click Done.

Create wire

Wendor One

$1.00

From  CCB5 2471 x2471

To  Vendor One

@ Your wire has been created but
must still be initiated in the wire
details to send it.
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Step 8

Your wire will appear under the Active tab in a Ready status.
If you saved the wire as a template, it will appear under the Templates tab.

CAPE
COD

[IB Dashboard

Acti Histor Templat .
B9 Messages ctive s ermpiEes \f_) Create wire
— Account
(2 Accounts CC5 2471 %2471 >
September 2025 [
< Transfers
WIRE AMOUNT
A, Remote deposits SUN MON TUE WED THUR FRI  SAT
test 7.16
_ $0.02 o 4 5 6
Approval to CAPE COD FIVE CENTS S...
[§] Payments ~
_ Vendor One s1.00 7 8 9 10 1M 12 13
Bill pay Ready to FIRST-CITIZENS BANK & TR...
14 15 16 117 18 19 20
Positive pay
21 22 23 24 25 26 27
ACH
28 29 30
Wires
Approve ACH
Edit or Delete a Wire
Step 1
Select the wire under the Active or Templates tab.
Step 2
1. Click the trash can icon to delete the wire. Wire details ( 1 ) B x
2. Click Edit to change the wire name, beneficiary
information, amount, or notes. Vendor One (Ready
$1 00 Edit >
From CC52471
Creditor details
MName Vendor One
Account number 123456789
Address 123 Main St
Smithfield, NC, US 27577
Show details
Initiate
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Initiate a Wire

Step 1

Select Wires from the navigation pane.
Please note: If you have multiple payment features activated, select the Payments menu first.

Step 2
Select the wire from under the Active or Template tab.

CAPE
COD
[IB Dashboard
Acti Histor Templates .
B9 Messages cive / . \f_) Create wire
— Account
Accounts
@ CC5 2471 %2471 >
September 2025 [
2 Transfers
WIRE AMOUNT
‘L Remote deposits SUN MON TUE WED THUR FRI  SAT
test 7.16
_ $0.02 1 2 o 4 5 6
Approval to CAPE COD FIVE CENTS S...
[§] Payments ~
7 8 9 1m0 " 1213
_ Vendor One $1.00
Bill pay Ready to FIRST-CITIZENS BANK & TR...
14 15 16 117 18 19 20
Positive pay
Step 3
Review and click Initiate.
Wire details W X
Vendor One  Ready
From CC5 247
Creditor details
Name Vendor One
Account number 123456789
Address 123 Main St
Smithfield, NC, US 27577
Show details
Initiate
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Step 4

Review the wire details. If initiating a template, choose a recurring frequency if applicable. Click
Initiate. You may be prompted to authenticate by entering your password.

4 Initiate wire

Vendor One  Ready

$1.00

From CC5247

Show details

Step 5
Review your confirmation and click Done.

Wire initiated
Vendor One
$1.00
From CC52471 (x2471)

Confirmation #  &cbebfef
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Step 6
Your wire will appear under the Active tab in an Initiated status.

CAPE
COD

[I8 Dashboard

Active Histor Templates .
B9 Messages / . w_) Create wire

— Account
[8 Accounts '

CC5 2471 x2471 >

September 2025 [

< Transfers

WIRE AMOUNT

‘L Remote deposits SUN MON TUE WED THUR FRI  SAT
Ryan Edit Test EDIT

$2.00 1 - 3 4 6
Ready to FIDELITY CO-OPERATIVE B... -

[s] Payments ~
_ test7.16 $0.02 7 8 9 10 N 12 13
Bill pay Approval to CAPE COD FIVE CENTS S...
14 15 16 17 18 19 20
Positive pay Vendor One $1.00
Initiated  to FIRST-CITIZENS BANK & ... 29 22 23 24 25 926 97
ACH
28 29 30
Wires
History

Select this tab to review wires that have been processed.

CAPE
COD
[I8 Dashboard
Activi Hist: T lat .
EA Messages fee sen ermpietes \i) Create wire
— Account
Accounts
@ CC5 2471 %247 >
September 2025 [
= Transfers
_u to test 1 (x2462) $1.00
‘L Remote deposits SUN MON TUE WED THUR FRI  SAT
_ 2 3 4 o 6
[s] Payments - 20 totest](x2462) $1.00
7 8 9 10 11 12 13
Bill pay
14 15 16 17 18 19 20
Positive pay
21 22 23 24 25 26 27
ACH
28 29 30
Wires
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Reports

Click Reports to access a variety of Reports for managing accounts.

Available Reports are:
e Prior day — Reports for the day prior to today.
e Current day — Reports for today.
e Activity — Account Activity reports.
e Summary - Account Summary reports.
EDI - Electronic Data Interchange reports.
e Positive pay - Positive pay reports.
e Saved reports — Access your saved reports.

Prior day

Select Summary for a summary of the chosen account's activity for the prior day or the Details
button to show a detailed account of the prior day’s account activity. Select the Account field to

switch accounts, and click Update to refresh the data.

CAPE
COD

Reports

[IB Dashboard

Prior day Current day Activity Summary
Messages

Positive pay Saved reports

— Account

CC5 2471 (x2471)

@ O

Accounts

{ Jli  Summary = Details

w

0

Transfers

Prior Account Information
Remote deposits

(¢

[§] Payments v
CC5 2471 / Cape Cod Five Cents Savings Bank
B9 Desktop remote deposits
Close of Business..... September 15, 2825 Prior Day Activity
Reports Debits Credits
Available Balance.... Collected Balance.... Ledger Balance....... Hold Amount.....sesas
@.00 0.00
(@ Support
One-day Float...... a.00 Over-the-counter
Two-day Float...... a.00 a.00 a.00
Three-day Float.... a.00
Over 3-day Float... a.00 Wires
0.00 @.00
Transfers
0.00 @.00
Total
a. @.00
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On the Details screen, select Update to display the data, and click the Ellipses icon (...) to
download a copy of the report in .txt format.

Prior day Current day Activity Summary EDI Positive pay Saved reports

41 Summary i= Details J

Current day

Select an account then select Update to view a report for the current day’s activity.

Prior day Current day Activity Summary EDI Positive pay Saved reports

— Account

CC5 2471 (x2471) .

Current Account Information

Activity
For a more detailed account activity report, on the Activity tab you may choose the Account, date
range and additional filters. Click the Ellipses icon to download a copy of the report in .txt format.

Prior day Current day Activity Summary EDI Positive pay Saved reports
CC5 2471 (X24?1] > ‘ ‘ E Sep 10,2025 — Sep 17, 2025 ‘ E_o- ‘ wee ‘
Account Date Ref # Tran code Statement description Debit
er. »
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Filter report

X

All Transactions »

S Maximum

Transaction type
Amount S Minimum
Check number Starts with

Ends with

Summary

To narrow down your report summary by date range, choose the Summary tab.

Prior day Current day Activity Summary EDI Positive pay Saved reports
CC5 2471 (}{24?1] > ‘ ‘ E Sep 10, 2025 — Sep 17, 2025 ‘ see ‘
Date + Credits Debits One day Twao day float Current Available Collected

« [

Choose the EDI tab to obtain an Electronic Data Interchange report. Select the Account, the EDI
Information, the date range, and click the Filter button to choose additional parameters.

Prior day Current day Activity Summary EDI Positive pay Saved reports
—Account ——  — EDI Information (
CCs2 ~ Summary v ‘ E] Sep 10,2025 — Sep 17, 2025 ‘ “ ‘
Account # Date Mame Value
%] »
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Filter report X
EDI Information ‘ Summary ~
Transaction type ‘ All "
Report type ‘ Summary ~
Amount 3 Minimum 3 Maximum
Cancel m

Positive pay

To obtain a Positive pay report, first select the desired Report: Iltems, [tems Maintenance or Items
Exceptions. Then select the Account, the date range, and additional filters if desired.

Prior day Current day Activity Summary EDI Positive pay Saved reports
— Report _ - L .
ltems w ‘ C. > ‘ ‘ E Sep 10,2025 — Sep 17, 2025 ‘ E_o ‘ ‘ e ‘ Update
Account Check Entered Izsued Posted Exception
# # Date Date Date Payee Reason -
X%} ]
Filter report X
Report ‘ Items - ‘
Status ‘ Al ~ ‘
Exception reason ‘ All v ‘
Amount 3 Minimum S Maximum
Check number Starts with Ends with
Cancel m
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Saved reports

Obtain your saved reports here.

4 Saved reports

saved report
Activity Report

Support

Click Support to find a variety of ways to get help. You may call us, Book an Appointment, Find
Documentation, or Send us a message. We are here to serve you.

CAPE
COD

[I8 Dashboard

E1 Messages Contact information Cape Cod 5
) €2
Accounts R, Callus @ Sy
jete | ive st t | at (888) 225 y .
:\6e3r: here to help. Give support a call at (888) 22 o April Kristen
= !
&= zeslep We're here to help!
We typically respond within 15 minutes during
Remote deposits regular business hours (Monday - Friday, 7 am - 5
CAPE pm ET; Saturday, 7 am- 1 pm ET).
[§] Payments v COD
ﬁ DeSk-top e depOSits
Appoiniment Resources
Reports
@ Support
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Administration

Create a New User

Step 1

Click your profile and select Business management.

CAPE
-
COD
CC52471 $45.51 Primary 4638 $6.89
X247 Available x4638 Pwailable
09 Dashboard
E9 Messages
@ Accounts 2 }L @ E_!] B
Transfer Pay a person Pay a bill Message Statements
2 Transfers
o+, Remote deposits
Transactions Q Messages El_l
Payments v Cape Cod 5
UNPOSTED DEBIT $1.00
1 Desktop remote deposits EENEGN) Sep 3. GC5 2471
TRANSFER CH X2471 TO CH X9106 TMID:TXXXX3260 $1.00 April Irena - Kristen
Reports e
EERE) Sep 3. 005247 We're here to help!
We typically respond within 15 minutes during regular
(® support TRANSFER FROM DDA ACCT NO. XXXX2471 +81.00 business hours {Monday - Friday, 7 am - 5 pm ET;
Sep 2, test] Saturday, 7 am - 1 pm ET).
TRANSFER TO DDA ACCT NO. XXXX2462 $1.00
Business management TRANSFER FROM X2471 TO X2462 $1.00
- Aug 28, CC5 2471
. Transfers
2% Account settings
. See more =2 Make a transfer
€] sign out «
Scheduled transfers
J My profile v .
ye Bill pay £
Click + Create user.
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CAPE
COD.
08 Dashboard
PERSOMAL User management
B Messages
@ Prefile Search users D o=
@ Accounts
G’:l Security MAME ROLE STATUS
2 Transfers
j‘_ﬁ Alens
3 & Admir " Active
oy Remote deposits S Travel notices
5] Payments b = Bt
YT El user agreement A < Aetive
[ Deskiop remote deposits
BUSINESS MANAGEMENT 5 . _
H REpDI"[S Admir " ALl
[ Profile
@ Support
AR, User management c & Lecked

Enter the user's First name, Last name, Email address, and choose their User role.

e User: can have customized permissions and account access but cannot manage other
users.

e Viewer: View only access on specified accounts.

e Admin: can have customized permissions and account access as well as user
management.

Click Create user.

£ Create user
Please note: You may be asked to
authenticate with your password
First name
020
Last name
0/20
Emai
0/ED
- Uzer role
User w
(= Mew users will be created using your organization's default set of permissions.
*~  You can edit a user's permissions at any time by going to their user profile
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Step 4

Choose the account(s) the user should have access to, click Done, then click Enable accounts.

Click Enable accounts to continue.

< Enable accounts

Test User
Role: User

(9 Pending

Enable accounts

Users must have access to at least one account.

Select »

Step 5
Review your confirmation and choose from the following
options:

1. Click Send email invite to send the user a link to set
up their login credentials without modifying
permissions further.

Please note: Permissions and account access can be
modified in the user’s profile at a later time if
necessary.

2. Select Edit permissions to modify entitlements and
account access prior to sending the email invite.

3. Click Done to send the invite and edit permissions at
a later time.

Business Online Banking 78
User Guide

Success!

You successfully created an account.
TU  Test User

Send Test User an email invitation to accept
their account and create credentials.

Edit permissions

Done
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Step 6

If Edit permissions was selected:

Click set permissions to modify global entitlements for the user.

Toggle on an account to give the user access.

Select an account to adjust the global permissions at the account level is necessary.
Select Invite to send the user an email to set up their login credentials.

Click the arrow to return to the Business Management page.

NN NN

Please see the Editing or Deleting a User section in this document for more information on
permissions

CAPE
COD
[I8 Dashboard
B9 Messages (©  TestUsers account is pending. Invite them to complete set-up of their account.
[9 Accounts
e Permissions
< Transfers
T Set Test User’s user permissions and adjust account level permissions as

4, Remote deposits needed.

8 Y Test User

R s Cmar N
Bill pay @ User ® Pending Q. Search accounts

49

Positive pay Email ACCOUNT ACCESS

ACH Analysis 1060 N
XXX1060
Additional services @ Analysis 1581 @

Wires
>
XXX1581
Approve ACH Manage Test User's ability to view the
additional services enabled by Cape Analysis 6214 s
59 Desktop remote deposits Cod Five Cents Savings Bank. XXX6214
Reports Accept Online Payments See more
@ Support Autobooks
View invoices and more with A...
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Step 7

The new user will appear as Pending on the Business Management page. Their status will change
to Active once they set up their credentials.

Please note: You can modify permissions, account access, or manage the invite at any time by
clicking the user's name.

CAPE
COD

[I8 Dashboard

PERSOMAL User management + Create user
B9 Messages
@ Profile Q. Search users ® 7%
[@ Accounts _
@ security NAME ROLE STATUS
2 Transf
< Transfers A e
. T TestUser User (9 Pending
&, Remote deposits 3 Travel notices
[5] Payments ™ [E] Useragreement A Admin « Active
B9 Desktop remote deposits
BUSINESS MANAGEMENT 3 ) )
Reports Admin + Active
Profile
(@ Support
A4, User management c Admin & Locked
(© Activity
L3 L3 L3
Editing or Deleting a User
Step 1
Click your profile and select Business management.
Step 2
Select the user you'd like to edit.
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CAPE
COD

(8 Dashboard

PERSOMAL User management + Create user
B9 Messages

@ Profile Q. Search users ® 57
[@ Accounts

@ security NAME ROLE STATUS
2 Transfers A it

erts
3 . T TestUser User (9 Pending
& Remote deposits 3 Travel notices
Payments v

E y E Hseragrecment A Admin ~ Active
B2 Desktop remote deposits

BUSINESS MANAGEMENT B . :
Reports Admin + Active

Profile
(@ Support

A4, User management Cc Admin & Locked

@© Activity

Step 3

1. Select the ellipsis icon.
a. Click Edit user to change the users name, role, or email address.
b. Select Hold account access to temporarily prevent them from logging in.
c. Click Send password reset link to email them a link.
d. Select Delete user to remove their access permanently.

CAPE
COD < User management

[I8 Dashboard
B3 Messages (©  TestUser's account is pending. Invite them to complete set-up of their account.
[8 Accounts

[ Permissions
2 Transfers

T Set Test User's user permissions and adjust account level permissions as
&, Remote deposits needed.
[ y Test User
B9 Desktop remote deposits ® User ® Pending Q. Search accounts A
Reports Email ACCOUNT ACCESS
@ Support ICS DDA 4278
XXX4278 () ;
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& Edituser
@ Hold account access
+ Send password reset link

[l Delete user

e gz g pam— e

2. Click Set permissions to modify global entitlements.
Please note: Options may vary depending on your company’s setup.

CAPE
COD < User management
Test User
09 Dashboard
B9 Messages (9  Test User's account is pending. Invite them to complete set-up of their account.
[@ Accounts
Permissions

o= Transfers

I Set Test User’s user permissions and adjust account level permissions as

Remote deposits needed.

[«

. Pymets ’ Test User
= Desktop remote deposits @ User @ Pending Q. Search accounts b
Reports Email ACCOUNT ACCESS
@ suopor o @
a. ACH
i. Enable: Activates this feature for the user.
ii. View ACH: Must be enabled to edit any other ACH permission.

iii. Daily ACH limit: Maximum amount the user can initiate per day.

iv. Initiate ACH: Allows user to transmit ACH payments to the bank.

v. Initiate same day ACH: Allows user to transmit same day ACH payments to
the bank.

vi. Full ACH Control: Allows a user to initiate an ACH payment that they have
created. If this is not activated, the user cannot initiate a payment they
created. A second user must initiate it.

vii. Edit/Delete ACH Control:

1. Full edit/create: Allows the user to edit everything within a payment.
2. Partial Edit: User can only change the dollar amount of a transaction,
debit or credit indicator, add a prenote, or hold the transaction.
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3. None: User cannot Edit an ACH payment.
viii. Recurring ACH: Allows the user to set a recurring frequency for a payment.
ix. Upload ACH file: Allows the user to upload a NACHA formatted file.
x. Restricted batch access: User can view payments that have been flagged as

restricted.
xi. Import recipients: User can import a file containing recipient data to create a
payment.
xii. Batch delete: User can delete an ACH payment.
b. Bill Pay

i. Enable: Activates this feature for the user.
c. Card Management
i. Enable: Activates this feature for the user.
d. Documents
i. Enable: Activates this feature for the user.
e. Positive Pay
i. Enable: Activates this feature for the user.
ii. Upload Positive Pay: Allows user to upload an issued items check file to the
bank.
iii. Work Positive Pay: Allows user to pay or return issued item check exceptions.
iv. Download Positive Pay: User can download the output file created by your
financial institution.
v. Work ACH Exceptions: User can pay or return ACH exceptions items.
f. Reporting
i. Enable: Activates this feature for the user.
g. Stop Payments
i. Enable: Activates this feature for the user.
ii. View Stop Payment: User can only see existing stop payments.
iii. Add stop payment: User can create a stop payment.
h. Transfers
i. Enable: Activates this feature for a user.
ii. Transfer limit: Maximum amount a user can transfer per day.
i. User Management: Allows user to create, modify, and delete other users.
j. Wires
i. Enable: Activates this feature for the user.

Click the back arrow once done.

3. Toggle on the switch to activate an account for a user.
4. Select an account to modify the global permissions on a per account basis.
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CJE\.PE
COD < User management
Test User
08 Dashboard
B3 Messages (D  TestuUsers account is pending. Invite them to complete set-up of their account.
(8 Accounts
2 Permissions
= Transfers
T il ons and :1i:|'\.'f|[ account level permissions a

&, Remote deposits

[5] Payments Y Test User
E Desktop remote deposits @ User @® Pending 1 Search ac 5 o
Reports Email ACCOUNT ACCESS
® sumon -
Additional services ® Analysis 1060 ;
XXX1060
Analysis 1581 ,
XXX1581
Accept Online Payments P

Autebooks

View invoices and more with A

5. For users who have not yet logged in, click Invite to send them the enrollment email. They
will receive an email with a link to establish their credentials.
6. Click the back arrow to return to the Business Management page.

Unlock a Locked User

Step 1

Click your profile and select Business management.

Step 2

Select the locked user.
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CAPE
COD
(I8 Dashboard
PERSONAL User management + Create user
B9 Messages
@ Profile Q. Search users ® Y
[8 Accounts
© security NAME ROLE STATUS
< Transfers & e
erts
= Test User <
y ; T S User & Locked
& Remote deposits S Travel notices =
Payments v
E Y [E] User agreement A Kttt i
51 Desktop remote deposits
BUSINESS MANAGEMENT
Reports B Admin ~ Active
Profile
(@ Support I
S8, User management c Admin Aetivg
Step 3

Click Unlock and review the confirmation.
Please note: You can email the user a link to reset their password if they continue to have trouble.
Otherwise, click I'm Done.

< User management

Test User

ﬁ‘| Test User's account access is locked due to multiple incorrect login attempts.

User successfully unlocked

Account status: Locked

Unlocking Test User's account did not affect their password. They can reset it by
clicking the Forgot password link on the login screen, or you can send a password
reset link.

I'm done Send password reset link
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Reset a User’'s Password

Step 1

Click your profile and select Business management.

Step 2

Select the user to reset.

CAPE
COD

(I8 Dashboard

PERSONAL User management + Create user
B9 Messages

@ Profile Q. Search users ® o
[@ Accounts

© security NAME ROLE STATUS
2 7

ransfers
ok Q1 Alerts
A Admin  Active

&, Remote deposits

3 Travel notices

[5] Payments ¥ [E user agreement a  Alerts Test Admin ~ Active
alertstest
51 Desktop remote deposits
BUSINESS MANAGEMENT
Reports B Admin ~ Active
Profile
(@ Support
sS4, User management c Admin & Locked
Step 3
Click the ellipsis icon and choose Send password reset link to
email the user.
& FEdituser

() Hold account access
+«+« Send password reset link

[i] Delete user
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Settings & Alerts

Manage your profile, security, and other features.

Click your profile at the bottom left and select Personal Settings.

CAPE
COD

[I8 Dashboard
Messages

Accounts

N @ [

Transfers

[«

Remote deposits

I =

Desktop remote deposits

Reports

S

Support

Payments v

Personal settings

®

Business management
&%  Account settings

<] Signout

Hi there!

E Cape Cod Five Cents Savings Bank >

Accounts

CCc5247 $47.51
x2471 Available

o8 N S

Transfer Pay a person Pay a bill Message

Transactions Q ses

CREDIT BACK ITEM +$1.00

Sep 4, CC5 247

TRANSFER CH X2471 TO CH X9106 TMID:TXXX... $1.00

Sep 3, CC5 2471

YA PREFUND w— CccD -~  $1.00

Sep 3, CC5 2471

TFOAMACIA FAALI MMA AAAT LA WUWYa AT s

Primary 4638 $6.89
%4638 Available

View all

Statements

Messages @J i
Cape Cod 5
April Elena Kristen

We're here to help!
We typically respond within 15 minutes during regular
business hours (Monday - Friday, 7 am - 5 pm ET;
Saturday, 7 am -1 pm ET)

Profile

1. Photo - Click the pencil icon to upload a profile picture, if desired.
2. First Name - Click Edit preferred first name to change how your name is displayed in

online banking.

3. Email - Contact your administrator to have your email updated.
4. Phone - Contact your administrator to have your phone number updated.

You may be prompted to authenticate.
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N b 0 8

[«

CAPE
COD

Dashboard
Messages
Accounts
Transfers

Remote deposits

PERSONAL

@ Profile
© security

Q1 Alerts

S Travel notices

Profile

y @
Jane Doe
Edit preferred first name @

[5] Payments s [E user agreement
51 Desktop remote deposits Email
BUSINESS MANAGEMENT
Reports
Profile Edit email
(@ Support
S, User management
Phone
@© Activity
Maobile
ACCOUNTS @
Edit phone numbers
sl Cape Cod 5
+ Rl s Unable to update your information? We can help! Contact us to get started.
View balances from
another institution
J My profile ~ ?
Security

1. Password - Click Edit to change your password. Contact your administrator if you need
your username changed.

2. Passkey sign in - Click Add Passkey if you do not have a passkey and wish to use a Passkey
to sign in. Toggle on if your device has biometrics to use this feature in place of entering a
password.

3. Connected apps - Manage external apps and websites that can access your account.

4. Direct Connect — Approve connection requests for Intuit desktop products or Quicken.

5. Two-step verification - Remove or add additional authentication methods.

6. Recently used devices - Review devices that have accessed your account. Click Remove to

require that device to authenticate with two-factor authentication upon their next login.

You may be prompted to authenticate.
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Security

Username
TestUser Edit

Passkeys @

Sign into your account simply and securely without entering your password using a Add passkey
compatible device
No passkeys registered
Connected apps
pp Manage >
External app and website permissions that can access your account.
Direct Connect
Manage >

Approve connection requests for Intuit desktop products or Quicken.

2-step verification

Q Enabled for authenticator app
Edit settings

Recently used devices
Check when and where specific devices have accessed your account

&  Google Chrome on Wi.. () @
This device

User Alerts
Options may vary depending on which alerts your administrator has activated for you.

Activate an Alert

Step 1
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Select an alert category
Alerts
@ User security 5active v
4 General v
Business 3 active v
4, ACH 2active
@ Paositive pay 2 active ¥
Y, Wires 2active v

Step 2

Select an alert to edit.
Alerts
@ User security 5active v
S General v
Business 3active v
4, ACH 2active v

ACH batch about to initiate >

ACH batch initiated

i Active >
ACH batch pending approval Active >
Email
ACH batch processed >
Recurring ACH batch about to expire >
Recurring ACH batch expired >
Recurring ACH batch not initiated >
Batch Uninitiated >
ACH batch updated >
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Step 3
Toggle the desired delivery method(s) on or off

ACH batch about to initiate X

Receive an alert when a recurring ACH batch is about to initiate.

Email
user3@testco.com

SMS

In-app message
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Available Alerts
User
. General
Security
Login from Incoming
new device ACH credit

Email address
change

Password
change

Mobile phone
change

Username
change

Incoming
ACH debit

Certificate
matured

Loan matured

Insufficient
funds

Unmatched
reconciliation
item

Incoming
wire

Business Online Banking

User Guide

Business

Email address
change

Business
phone
number
changes

User
permission
change

ACH

ACH batch
about to
initiate

ACH batch
initiate

ACH batch
pending
approval

ACH batch
processed

Recurring
ACH batch
about to
expire

Recurring
ACH batch
expired

Recurring
ACH batch
not initiated

Batch
uninitiated

ACH batch
updated

EDI

92

Positive
Pay

ACH
exceptions

Positive Pay
exceptions

Positive Pay
review time
ending

Wires

Recurring
wire expired

Recurring
wire expiring
soon

Recurring
wire not
transferred

Wire ready for
approval

Recurring
wire to be
transferred

Wire

transferred
Wire updated
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