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Logging in to Treasury Online Banking

Log in to Treasury Online Banking after obtaining your Company ID and Login ID from your

company administrator.

1. Open your enrollment email and click
Join.

2. Select the Initial Login URL link from

your enrollment email. The link directs

you to the login page.

Enter your Company ID.

Enter your Login ID.

Select Submit.

QI

Login

Input your Treasury Company 1D and Treasury User ID to begin the enrollment process. You will be
prompted to complete profile details, as well as select 2 user name and password.

Company ID * | Enter Company 1D |

Login ID * | Enter Login ID |

Select Create your ID and complete the profile fields. Click Next.

CAPE
COD

@ Create your Cape Cod 5 ID to establish
your account access.

SL create my Cape Cod 51D

Treasury Online Banking
User Guide

CAPE
COD

Create your Cape Cod 5 ID to establish your
account access.

Create your Cape Cod 51D

Verify your profile information

First name (Required)

Last name (Req uired)

Email

Email (Required)

Phone Number

— Country —

+1 Home
Us/Canada
~ Country —
+1 Mobile
Us/Canada
~ Country —
+1 Work
Us/Canada
6 © 2025 Cape Cod 5
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Create your Username and Password.
Click Next.

Click Get Started on the following screen.

¢
CAPE @

COD

Protect your Cape Cod 5 ID with 2-step
verification

Create your Cape Cod 5 1D credentials

Username

Each time you sign into your Cape Cod 51D on an
Show rules unrecognized device, we require your password and a
verification code. Never share your code with anyone.

Password & Add an extra layer of security
Enter your password and & unigue verification code.
Show rules # Keep the bad people out

Even if someone else gets your password, it won't be enough to
sign into your account.

Get started

Choose your method of verification. We will prompt you to authenticate if unusual login activity is
detected.

Confirm password

¢ Voice or text message: Register a phone

number to receive text codes or automated @
phone calls
e Authenticator app: Open your authenticator Choose a verification method to set up

app and either scan the QR code or enter

the code that appears manually. Enter the O Authenticator app

code that generates on your app. Use an authenticator app to generate a unique
. . . rerificati de. Any that £ I cod
e FIDO security key: Tap or insert your device ontry can be used. T ppors mandaTeete

to register.

c; FIDO security key

Follow the process for the method of your Use your security key to sign in securely anytime you
sign in from a new computer or device.

choosing.
!;] Symantec VIP
" Use Symantec VIP authentication to sign into your
account. We support digital and hard tokens.
Treasury Online Banking 7 © 2025 Cape Cod 5
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Register S Tok CAPE When using Treasury Online Banking, the
TREASURY MANAGEMENT . -
egister Secure Token COD system prompts you to enter a six-digit
security code displayed on a token (virtual
If you have received or installed your Secure Token/Credential, register it by entering the or physica |) followed by your fou r_dig it PIN
information requested below. If you do not wish to register your Secure Token/Credential at this . .
time, or if you have not yet received or installed it, select Remind me later. Your secure token to aUthenucate at Cha”ehge pO| Nnts.

credentials will be used for authentication purposes when warking with transactions within the
Treasury Management platform.

The system uses the Symantec VIP Access
1. If you have a key fob, enter the Serial Number, which is located on the back of the fob after

the letters "S/N". If you are using a virtual token, enter the Credential ID, which begins with 4 a pp Download the a pp If yOU were not

letters. provided a physical token.
2. Enter your Credential/Token Code. This is the random, six-digit code that is displayed on

your credential.
3. Create a 4-digit PIN and enter it twice to confirm it. You will use this PIN in conjunction with

the random code generated by your Secure Token/Credential. jsym a ntec VI P

Serial Number / Credential ID *
To register your secure token, read the
foken / Credential Code * following instructions

PIN *

Confirm PIN *

Account Settings

Remind me later
CREDENTIAL ID

ABCD 1234 5678

Virtual tokens:

1. Inthe Serial Number/Credential ID field, enter the Symantec VIP
Credential ID which begins with 4 letters. This code appears at
the top of your screen. Code is not case sensitive. Ignore spaces.

2. Inthe Token/Credential Code field, enter the Security Code
which is a random, six-digit code that appears in the circle. 12345 6

3. Inthe PIN field, create a 4-digit PIN and enter it twice to confirm
it. When using your secure token in the future, you will use this
PIN in conjunction with your Security Code to authenticate.

4. Click Register.

v Symantec vIP

Physical tokens:

1. In the Serial Number/Credential ID field, enter the number that
appears on the back of the physical token. Code is not case : T
sensitive. Ignore spaces.

2. Inthe Token/Credential Code field, enter the six-digit security O - 9
code displayed on the token.

3. Inthe PIN field, create a 4-digit PIN and enter it twice to confirm
it. When using your secure token in the future, you will use this
PIN in conjunction with your Security Code to authenticate.

4. Click Register.

(IR TROAT AR
1234512345678
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Dashboard

Use the Dashboard menu to view your accounts, news items, favorite reports, payments pending
approval, and other available widgets. You can also make transfers and quickly access commonly
used resource links.

The default widgets are Accounts, Information Center, Resource, and Favorite Reports. Other
widgets may be added by clicking the Configure Dashboard button.

TIP: Adjust the layout by selecting Configure Dashboard in the top-right corner of the
Dashboard. You can add, remove, edit, resize, and drag widgets to customize the Dashboard to

work best for you.

CAPE 2 Message Center L.e Motifications @ Cut-Off Times Last Login: 08/26/2025, 03:56 PM, EST & Hi, janedoe (meganeloi) ~
COD TREASURY MANAGEMENT
FDK FDIC-Insured - Backed by the full faith and credit of the U.5. Government DASHBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN +
My Dashboa rd Configure Dashboard
Accounts g panage Groups Expand All | Collapse Al Information Center
@ Group One (0) Group available balance: $0.00

Mo accounts assigned to this group. Click Manage Groups to delete, rename, or add accounts to this group. . . . .
The information center is a place for us to communicate

important bulletins, updates and reminders. When new

© Group Two (0) Group available balance: $0.00 messages are published, simply click the expansion icon
to view the full text of the message. Some messages
Mo accounts assigned to this group. Click Manage Groups to delete, rename, or add accounts to this group. may contain icons denoting them as Warnings, Alerts, or

simply Information.

Resource

Account List

cares ) .
0D Online Banking Resources

Favorite Reports

Treasury Online Banking 9 © 2025 Cape Cod 5
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Accounts

Upon initial login, two account groups appear by default. No accounts appear until you assign
accounts to the groups by selecting Manage Groups. You can also edit the group hames and add
Oor remove groups.

% Message Center L@ Motifications @ Cut-Off Times Last Login: 09/08/2025, 12:58 PM, EST & Hi, janedoe (meganeloi) -

CAPE
COD

TREASURY MANAGEMENT
FDK FDIC-Insured - Backed by the full faith and credit of the U.S. Government DASHBOARD ACCOUNTS = PAYMENTS +~ RECEIVABELES ~ REPORTING = ADMIN =

My Dashboard Configure Dashboard

Accounts £ Manage Groups Expand All | Collapse All Information Center

Manage Groups

¢ Add Accounts: Select this to assign accounts to groups. Select the box next to the
accounts that you want to assign to the group. Select Add Accounts to save.
PLEASE NOTE: An account can only be assigned to one group. If an account is assigned to
a group, you must first remove it before you can add it to another group. A group can have
a maximum of 50 accounts assigned.

e Create New Group: Select this to create an additional group to assign accounts to. Enter a
unique Group Name and then select Add Accounts to assign accounts.

e Delete Group: Select this to remove the group.

e Edit Group Name: Select the pencil icon to rename a group.

Manage Account Groups x

a

0 You can create up to 20 groups to display in the widget. Each group can have a maximum of 50 accounts.

1@ Group One (0 Add Accounts || @ Delete Group

Mo accounts assigned to this group.

1© Group Two (0) # Add Accounts | Tl Delete Group

Information Center

View news items in this widget. Select the drop-down arrows to expand or collapse these
messages. Different icons may appear in this widget. A blue “i" icon indicates information. A
yellow icon indicates a warning. A black bell icon indicates an alert.

Treasury Online Banking 10 © 2025 Cape Cod 5
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Resource
Access links to helpful and commonly used sites in this widget.

Favorite Reports

The reports that have been marked as favorite appear in this widget. Selecting a report in this
widget takes you directly to that report, where you can view and customize the results, and create
a custom report.

TIP: By default, the widget is blank. Mark reports as favorites in the Reporting Dashboard for them
to appear.

Quick Transfer

Create a simple one-to-one transfer without leaving the Dashboard in this widget.

Stop Payment Pending Approval

View, approve, or reject the stop payments that are pending approval in this widget.

Positive Pay

View, pay, or return the check and ACH exceptions that are pending approval in this widget.

Payments Pending Approval

View, approve, or reject the transfer, ACH, or wire payments that are pending approval in this
widget.

Quick Loan Payment

Create a quick payment on a loan without leaving the Dashboard in this widget.

User Menu

The user menu allows you to view and edit your personal and security information. It also allows
you to set up alerts.

2% Message Center @ Motifications @ Cut-Off Times Last Login: 08/26/2025, 03:56 PM, EST & Hi, janedoe (meganeloi) ~

CAPE TREASURY MAMAGEMENT
COD Profile & Preferences
|=D|C FDIC-tnsured - Backed by the full faith and credit of the U.S. Government DASHEBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTI Motification Setup
— Log OFf
Profile and Preferences
Use the Profile & Preferences view to set up your personal and security information.
Treasury Online Banking n © 2025 Cape Cod 5
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CAPE 2= Message Center @ Motifications @ Cut-OFff Times Last Login: 08/27/2025, 12:57 PM, EST & Hi, janedoe (meganeloi) ~

FDK FDIC-Insured - Backed by the full faith and credit of the U.S. Government DASHBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN -~

TREASURY MANAGEMENT

My Profile

User Information * Indicates required field

Mame: Jane Doe
TM User ID:  janedoe

Digital ID: janedoe

Email: * |

Mobile #: @

Fax #

Security Preferences

Security and Password Settings

@ Account Mickmames Account Numbers

Account Number Masking: (i ]
=n

User Information

Use this section to update your personal information. The Name and TM User ID cannot be edited.
Your financial institution or company administrator configures this information. You are able to
change your email address and phone, mobile, and fax numbers.

Security Preferences

Use this section to update your Digital ID, password, or two factor authentication. Also, determine
if you want to see account nicknames or account numbers.

Security and Password Settings

1. From the [User Name] Menu, select Profile & Preferences.

2. Select Security and Password Settings and enter your current credentials.

3. Click Edit to change your username or password, click Add passkey to add a Passkey, click
Manage to manage your Connected Apps, or Edit settings to change 2-step verification
settings.

4. Select Save if applicable.

Treasury Online Banking 12 © 2025 Cape Cod 5
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Changing Your Account View

1. From the [User Name] Menu, select Profile & Preferences.

2. In the Security Preferences section, choose to show Account Nicknames or Account
Numbers by default.

3. Choose to truncate account numbers by activating the Account Number Masking toggle.

4. Select Save.

Notification Setup

Use the Notification Setup view to set up your alert preferences for each module available in
Treasury Online Banking.
PLEASE NOTE: Some notifications may be set as required.

Configuring Notification Preferences

The preferences configured here determine how your notifications are sent and appear.

1. From the [User Name] Menu, select Notification Setup.

2. Enter or change your Email address.

3. Enter your phone number to receive text messages for the Mobile # field. This field is
required if you select the Text Message (SMS) checkbox.

4. Categories of notifications are collapsed by default. Click the plus sign to expand.

5. Select the toggles for each item enable the notifications. If it is gray, you do not receive a
notification.

6. Select the Email, Desktop Notification, or Text Message (SMS) check boxes for each
enabled item to receive a notification.

7. Select Submit.

CAPE % Message Center @ Notifications ® Cut-Off Times Last Login: 08/27/2025, 12:57 PM, EST & Hi, janedoe (meganeloi)

FDIC FDiCinsured - Backed by the full faith and credit of the U.5. Government  DASHBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN ~

TREASURY MANAGEMENT

Notification Preferences

Email: *

Mobile #: - - Messaging and data rates may apply.

© Account Recon

@ ACH

Text
Message
FI Required Email Desktop Motification (SMS)

ACH Payment Created ()
ACH Reversal Payment Created ()

ACH Payment Pending Approval v v v

Treasury Online Banking 13 © 2025 Cape Cod 5
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Logging Off Treasury Online Banking

1. From the User Name Menu, select Log Off.
2. Select Log Off.

Message Center

Use the Message Center to send and receive secure messages. Click the Message Center button
to access your inbox. You can also view your Sent or Archived messages. When new messages are
received, a notification is sent to your email address on record.

| 2 Message Center I @ Notifications @ Cut-Off Times Last Login: 08/27/2025, 12:57 PM, EST & Hi, janedoe (meganeloi)
TREASURY MAMNAGEMENT

FDIC FDIC-Insured - Backed by the full faith and credit of the U.5. Government DASHBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN -~

CAPE
COD

Composing a Message

Follow the steps outlined in this topic to create messages in the Message Center.

1. Select the Message Center button.

2. Select Compose.

3. Select a Subject from the drop-down list.

4. For the Attach File field, select Select File, and then choose the appropriate file if needed.

5. Accepted file type extensions are .csv, .doc, .docx, .gif, .jpeg, .jpg, .pdf, .png, and .txt.

6. Enter the Message to send.

7. Select Send.
CAPES LRy MANAGEMENT = Message Center @Notifications @ Cut-Off Times Last Login: 08/27/2025, 12:57 PM, EST & Hi, janedoe (meganeloi) ~
COD

FDIC FDIC-Insured - Backed by the full foith and credit of the U.5. Government DASHBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN ~

Message Center Qinbox | « Sent | & Archived & Compose Q. Advanced Search

Archiving a Message

Archived messages disappear from your inbox but can still be viewed in the Message Center.
Select the Message Center button.

Select a message to archive from the Inbox.

Select Archive.

An Archive Message dialog box opens.

Select Archive.

NN NN

Treasury Online Banking 14 © 2025 Cape Cod 5
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Notifications

Access Notifications from the top menu of Treasury Management. Notifications also appear in the
bottom right corner of Treasury Management while working.

2 Message Center .Le Motifications @ Cut-Off Times Last Login: 08/27/2025, 12:57 PM, EST & Hi, janedoe (meganeloi)

CAPE
COD

FDIC FDICinsured- Backed by the full faith and credit of t Nﬂtiﬁfatimsl View All Notifications

TREASURY MANAGEMENT

Archive Al firg . RECEIVABLES ~  REPORTING ~  ADMIN ~

! ACH Payment Pending Approval Archive

4 hours ago

! User Information/Entitlements Changed Archive

a day ago

View All Notifications

1. Select the View All Notifications option to see an entire list of notifications, even those that
have been archived. From this page, you can filter by type (All Notifications, Unread, Read,
and High-Priority).

2. Select the check mark beside the notification, and then select Mark Read, Mark Unread, or
Delete.

3. Filter the results by using the search box or by using the fly-out menu.

= Message Center Le Notifications @ Cut-Off Times Last Login: 08/27/2025, 12:57 PM, EST & Hi, janedoe (meganeloi)

CAPE
COD

FDE FDIC-Insured - Backed by the full faith and credit of the U.S. Government DASHBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES +~ REPORTING ~ ADMIN =~

TREASURY MANAGEMENT

> | All Notifications

o

S

'; Mark Read Mark Unread ‘ Delete ‘ Type to filte Q

a g

L

-

E Subject = Functionality = Date =
v ! ACH Payment Pending Approval ACH 11:36AM Aug 27, 2025

An ACH payment has been created by

Payment Name: test 8.27.2025
ACH Payment Freguency: OneTime

This payment is currently pending approval. To submit approval, log in to the Treasury
Management site and access ACH Payment Activity.

tion/Entith ts Changed Admin 03:21PM Aug 26, 2025

H User Infor

has updated user information and/or entitlements for company user jan...

Archive All

1. Select the Archive All option to archive, not remove, all notifications.
2. Select Archive to confirm.

Treasury Online Banking 15 © 2025 Cape Cod 5
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Cut-off Times

Access Cut-off Times in the top menu of Treasury Management.

Cut-off times indicate when a wire, ACH, or internal transfer must take place by. For example, if
the cut-off time for Transfers says 10:00 p.m., then all internal transfers should be submitted by
10:00 p.m. for processing that day. A notification is sent as a reminder.

CAPE % Message Center Lg Motifications © Cut-0ff Times Last Login: 08/27/2025, 04:11 PM, EST & Hi, janedoe (meganeloi) ~
COD TREASURY MANAGEMENT
FDIC F0iCinsured - Backed by the full faith and credit of the U.S. Government Cut-Off Times (Al ET) PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN ~
My DaShboa rd ACH: 5:00 PM Configure Dashboard
ACH Exception: 10:30 AM
Accounts £ Manage Groups Check Exceptions:  10:30 AM apse All Information Center
Wire: 4:30 PM
© Group One (0) ¢ $0.00

Accounts

Use the Accounts menu to search for and view a list of accounts categorized by type (deposit,
time deposits, and loans) and to search for specific transactions of accounts that you are entitled
to view.

Account List
Use the Account List view to see specific account details.

To find an account, start typing either the account number, account name, status, current
balance, collected balance, or available balance in the filter box at the top of the page.

CAPE 2 Message Center @ Notifications @ Cut-Off Times Last Login: 08/27/2025, 04:11 PM, EST & Hi, janedoe (meganeloi) ~
COD TREASURY MANAGEMENT
FDK FDIC-insured - Backed by the full faith and credit of the U.5. Government DASHBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN =
Account List & Download ~ | & Print
$50.51
Deposits
2 Accounts
© Deposits
Q 2 Refresh Balances
Available
Account Number Account Name Status Current Balance Collected Balance Balance Actions
0009106 Operating Active $0.00 $0.00 $0.00  Actions -
0002471 Payroll Active $50.51 $50.51 $50.51  Actions
Viewing 1 - 2 of 2 accounts

Treasury Online Banking 16 © 2025 Cape Cod 5
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Refresh Balances

Select Refresh Balances at any point to ensure that you are viewing the most up-to-date account
balance information.

Account Number Link

Select this link to view more information about a particular account. An Account Transactions
window appears where you are able to select Transaction Dates to view transactions for a set
time period. From the Account Transactions window, if you select Advanced Transaction Search,
you are redirected to the Research Transactions view.

Actions Drop-Down Menu

The following options are available from the Actions drop-down menu on the Account List page:
e Transfer To - Redirected to the Create a Transfer page with account prefilled.
e Transfer From - Redirected to the Create a Transfer page with account prefilled.
¢ Download - Allows you to download account transactions from a specific Date Range and
in a specific Download Format.

Downloading Account Transactions

Follow the steps outlined in this topic to download all account transactions that occurred during
the specified date range.

1. Goto Accounts > Account List.

2. From the Actions drop-down list, select Download beside the appropriate account

number.

3. Select a Date Range.

4. Select a Download Format.

5. Select Download.

Research Transactions

Use the Research Transactions view to search for a specific transaction or type of transaction
across all accounts that you are entitled to view.
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= Message Center @ Notifications © Cut-Off Times Last Login: 08/27/2025, 04:11 PM, EST & Hi, janedoe (meganeloi) -

CAPELR |

TREASURY MAMACEMENT
COD

FDIC Foic-insured - Backed by the full faith and credit of the U. 5. Government DASHBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN +

Search Transactions < Research Transactions & Download = | 8 Print

* Indicates required field o Bl Q

Transaction Date:

Date = Account Check [ Reference Number Description Amount
Today -
07/31/2025 09997 Wire Transfer Debit, Wire Transfer Debit, Lisa Smith
Account Type: 07/31/2025 LoEeeT Wire Transfer Credit, Wire Transfer Credit, Not Provided $1.00
Multiple Selected »
ultiple selec 07/31/2025 0oR9aT Wire Transfer Credit, Wire Transfer Credit, Mot Provided 5$1.00
Pt 07/31/2025 LOHFIT Wire Transfer Credit, Wire Transfer Credit, Not Provided $2.00
All Selected b, 4 0773172025 o997 Wire Transfer Credit, Wire Transfer Credit, Mot Provided 51.00
07/31/2025 XoeQ%aF Wire Transfer Debit, Wire Transfer Debit, Vendor One
Check # / Reference &
Specific £ - 07/31/2025 w9997 Wire Transfer Debit, Wire Transfer Debit, Vendor One
pe
07/31/2025 BT Wire Transfer Debit, Wire Transfer Debit, Vendor Two
Viewing 1 - 8 of & transactions 50 vl
Amount:
Specific Amount -

Transaction Type:

Select Transaction Type bl
Debit Credit ® Both v
Search Reset

Follow the steps outlined in this topic to search for transactions that meet the specified criteria.
1. Go to Accounts > Research Transactions.
2. Complete the fields in the Search Transactions panel, as necessary.

Transaction Date
Select the desired date or date range.

Account Type
The type of account. Accounts can be Checking, Savings, or Loan.

Accounts
Select the appropriate account numbers, or leave all accounts selected by default.

Check #/ Reference #

Select Specific # or Range from the drop-down list. Then, enter the check number or
reference number used in the transaction.

Amount
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Select Specific Amount or Range from the drop-down list. Then, enter the amounts
in the text boxes available.

Payment Type
Select any combination from the drop-down list.
All payment types are selected by default. Then, select Debit, Credit, or Both.

Select Search.
The transactions meeting the criteria entered appear in the Research Transactions panel.

Select Reset for the fields to return to their default settings.

Payments

Use the Payments menu to work with various payments. Access Transfer, Wire, ACH, Positive Pay,
and Stop Payment options from this menu.

CAPE 2 Message Center @ Motifications ® Cut-Off Times Last Login: 08/27/2025, 04:11 PM, EST & Hi, janedoe (meganeloi) -

TREASURY MANAGEMENT

FDIC FDIC-Insured - Backed by the full faith and credit of the U.5. Government DASHBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN ~

Transfers

Create various internal transfers, view the transfer list, search transfers, and approve or reject
transfers.

Three icons may appear throughout the Transfer view. Hover over or select these icons to view an
informational message.

 When thisicon appears beside a transfer, it means that there is an information message
available for this transfer.

[# When this icon appears beside a transfer, it means that the transfer has been changed.

A When this icon appears beside a transfer, it means that the transfer has an error.

Create a Transfer

Use the Create Transfer view to create a one-to-one transfer, one-to-many transfer, or many-to-
one transfer.

Use this option to submit a one-time or future-dated transfer from one account to one or more
accounts.

—_

Go to Payments > Transfer > Create Transfer.
2. Onthe Create Transfer tab, select the kind of transfer to create:
e One-to-One Transfers - move money from one account to another.
e One-to-Many Transfers - move money from one account to many accounts.
¢ Many-to-One Transfers -move money from many accounts to one account.
3. Complete the fields:
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Transfer From
Type the account number or select the icon to choose an eligible account from your
account list. The available balance appears under the account.

Transfer To
Type the account number or select the icon to choose an eligible account from your
account list. The available balance appears under the account.

Amount
Enter the amount of the transfer.

Frequency

Select one of the following options:
e OneTime

Weekly

Every Two Weeks

Twice a Month

Monthly

Quarterly

Every Six Months

Yearly

Depending on your selection in the Frequency field, you may be prompted to enter
data in the following field options:

e Effective Date

e Repeat On Day or Repeat On Days

e Repeat On

e StartOn

e End On (No End Date is an option for this field when it appears)

e Transfer Date. Select the date of the funds transfer using the calendar icon.

Memo
Enter information related to the funds transfer.

4. Select Review.
5. Review the transfer information entered to ensure that it is accurate and click Confirm.
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CAPE Message Center @ Notifications @ Cut-Off Times Last Login: 08/27/2025, 04:11 PM, EST & Hi, Janedoe (meganeloi) ~

TREASURY MANAGEMENT

FDK FDIC-Insured - Backed by the full foith and credit of the U.S. Government DASHBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN ~

Create Transfer

m 2. Review 3. Confirmation

Internal Transfer * Indicates Required Field
® One-to-One Transfers ) One-to-Many Transfers O Many-to-One Transfers
Transfer From: * payroll Q

Balance: $50.51

Transfer To: * Operating Q

Balance: $0.00

Amount: * $1.00

Frequency: One Time -
Transfer Date: * 08/28/2025
Memo:

Add Another Transfer

Reset  Cancel

Create a Transfer from a Template

To create a template, please see the Transfer Template section of this guide.
1. Goto Goto Payments > Transfer > Create Transfer from Template.
2. Select which template to use.
PLEASE NOTE: You can only initiate templates with a Ready status.
3. Select Initiate Payments.

-~ 2 Message Center @ Motifications @ Cut-Off Times Last Login: 08/27/2025, 04:11 PM, EST & Hi, janedoe (meganeloi)
CAPE
COD

TREASURY MANAGEMENT

FDK FDIC-Insured - Backed by the full faith and credit of the U.S. Government DASHBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN -

> Transfer Tem p|ates o Transfer Activity | Recurring Transfers Create New Template | &% Download ~ | & Print
-

k]

a Q

£

T

1=

E Template Name Transfer Type From Account To Account Amount Status Actions

2

g = Payroll One-to-One xexxx2471 0009106 $1.00 Ready Actions «

S

=

E Viewing 1 - 1 of 1 templates E
W

Initiate Payments
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4. Review the transfer information to ensure it is accurate and make any necessary changes
to the Amount, Frequency, or Date fields.

5. Select Review.

6. Select Confirm to submit.

CAPE 2 Message Center @ Motifications @ Cut-Off Times Last Login: 08/27/2025, 04:11 PM, EST & Hi, janedoe (meganeloi) ~

TREASURY MANAGEMENT

FDK FDIC-Insured - Backed by the full faith and credit of the U.5. Government DASHBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN ~

Create Transfer Template

1. Create Template 2. Review 3. Confirmation

Transfer Template Details * Indicates Required Field
® One-to-One Transfers O One-to-Many Transfers () Many-to-One Transfers

Template Name: * Payroll

Transfer From: * Payroll Q

Balance: $50.51

Transfer Ta: Operating Q

Balance: $0.00

Amount: * £1.00

Memo:

Transfer Activity

Use the Transfer Activity view to look at a list of transfers with various statuses and also view
transaction history.
You can search for a specific transfer, or approve, reject, and cancel transfers from this view.

Go to Payments > Transfer > Transfer Activity.

Select the Transaction ID of the transfer to change.
Click Edit Transfer to edit the fields as necessary.
Select Confirm.

Enter a comment in the field, and then select Confirm.

N NN
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2 Message Center @ Motifications © Cut-Off Times Last Login: 08/28/2025, 11:26 AM, EST

CAPE
COD

& Hi, janedoe (meganeloi)
TREASURY MANAGEMENT

FDK FDIC-Insured - Backed by the full faith and credit of the U.S. Government DASHBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN =~

> Tra nsfer Activity o Recurring Transfers Transfer Templates Create New Transfer & Download » | & Print
i
&
g Q
o
(=
=
% Transaction ID From Account To Account Amount Created Date Transfer Date Status Actions
v .
T000013433260 Payroll Operating $1.00 08/29/2025 08,/03,/2025 Scheduled Cancel Transfer
Viewing 1 - 1 of 1 transactions E
CAPE 24 Message Center @ Motifications @ Cut-Off Times Last Login: 08/28/2025, 11:26 AM, EST & Hi, janedoe (meganeloi)
TREASURY MANAGEMENT
COD

FDK FDIC-insured - Backed by the full faith and credit of the U.S. Government DASHBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN -

> Transfer Acti\."i‘ty o Recurring Transfers Transfer Templates Create New Transfer & Download ~ | & Print
-
=
g Q
o
=
E
% Transaction 1D From Account To Account Amount Created Date Transfer Date Status Actions
wvi
T000013433260 Scheduled x
Transaction I:  T000013433260 Memo:
From Account:  Payroll Audit  08/29/2025: janedoe: New - Comments: New

To Account: Operating

Amount: $1.00

Transfer Date:  09/03/2025

Edit Transfer | Close

Viewing 1 - 1 of 1 transactions

Approving or Rejecting a Transfer
Follow the steps outlined in this topic to approve or reject transfers.

1. Goto Payments > Transfer > Transfer Activity.

2. Select the check box beside the Transaction ID to approve or reject.

3. Select either Approve or Reject.

4. Enter Comments for the approval or rejection, if necessary.

5. Select either Approve Transfer or Reject Transfer.
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Canceling a Transfer

Follow the steps outlined in this topic to cancel selected transfers.
1. Go to Payments > Transfer > Transfer Activity.
2. Select Cancel Transfer beside the transaction to cancel.
3. Enter acommentin the field, and then select Cancel Transfer.

Recurring Transfers

Use the Recurring Transfers view to locate, approve, reject, and cancel a recurring transfer series.
Use the Search on the side panel to lookup a specific recurring transfer is necessary.

- 24 Message Center @ Motifications @ Cut-Off Times Last Login: 08/28/2025, 11:26 AM, EST & Hi, janedoe (meganeloi) «
CAPE
COD

TREASURY MANAGEMENT

FDIC FDIC-Insured - Backed by the full faith and credit of the U.S. Government DASHBOARD ACCOUNTS ~ PAYMENTS = RECEIVABLES - REPORTING ~ ADMIN ~

> Recu I‘I’il'lg Transfers o Transfer Activity | Transfer Templates Create Mew Transfer & Download v | & Print
#

2

Z Q

o

(=

=]

E Transaction ID From Account To Account Frequency Created Date Next Transfer Date End Date Amount Status Actions

=

]

2 T000013422620 Payrall Operating Monthly 03/28/2025 09/30/2025 $1.00 Scheduled Cancel Series
o

= . . -

B Viewing 1 - 1 of 1 transactions E
3

wvy

Approving or Rejecting a Recurring Transfer

Follow the steps outlined in this topic to approve or reject recurring transfers.
1. Goto Payments > Transfer > Recurring Transfers.
2. Inthe Recurring Transfer List panel, select the check box beside the Transaction ID to
approve or reject.
3. Select either Approve or Reject.
4, Enter Comments appropriate for the approval or rejection.
5. Select either Approve Transfers or Reject Transfers.

Canceling a Recurring Transfer Series

Follow the steps outlined in this topic to cancel a series of recurring transfers.
Go to Payments > Transfer > Recurring Transfers.

Select Cancel Series beside the recurring transfer to cancel.

Enter Comments appropriate for the cancellation.

Select Cancel Recurring Series.

NN

Transfer Templates

Creating a Transfer Template

Follow the steps outlined in this topic to create one-to-one, one-to-many, and many-to- one
transfer templates.
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1. Goto Payments > Transfer > Transfer Templates.
2. Select Create New Template.
3. Select the type of transfer:

e One-to-One Transfers

¢ One-to-Many Transfers

e Many-to-One Transfers

4. Complete the following fields on the Transfer Template Details tab.
5. Select Review.
6. Review the information entered to ensure that it is accurate.
7. Select Confirm.
jessage Center B otifications ut- imes ast Login: = i, janedoe (meganeloi)
(’ggg eAsuRY MANAGEMET 2 Message Cent A Notificat © Cut-off T Last Login: 08/28/2025, 11:26 AM, EST & Hi, janedoe (meganeloi)

FDK FDIC-insured - Bocked by the full faith and credit of the ULS. Government DASHBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN ~

> Transfer Tem plates o Transfer Activity | Recurring Transfers Create New Template & Download ~ | & Print
4
&
a Q
£
@
g
g Template Mame Transfer Type From Account To Account Amount Status Actions
|-
E Payrall One-to-One 0ooK2471 20009106 $1.00 Ready Actions «
&=
= -
g Viewing 1 - 1 of 1 templates 25 -
wi
Initiate Payments
CAPE 24 Message Center @Notlricatlons © Cut-0ff Times Last Login: 08/27/2025, 04:11 PM, EST & Hi, janedoe (meganeloi) ~
TREASURY MANAGEMENT
COD

FDIC FDIC-Insured - Backed by the full faith and credit of the U.S. Government DASHBOARD ACCOUNTS - PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN -

Create Transfer Template

1. Create Template 2. Review 3. Confirmation

Transfer Template Details Indicates Required Field
® One-to-One Transfers O One-to-Many Transfers 8 Many-to-One Transfers

Template Name: * Payrall

Transfer From: Payroll Q

Balance: $50.51

Transfer To: * Operating Q

Balance: $0.00

Amount: $1.00

Memo:

m Rese‘ Can ce'
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Editing a Transfer Template

1. Go to Payments > Transfer > Transfer Templates.

2. Select Actions next to the template to change and click Edit.
3. Edit the fields as necessary.

4. Select Review.

5. Enter acomment in the field, and then select Confirm.

Create Loan Payment

Use the Create Loan Payment view to make a loan payment.
1. Go to Payments > Transfer > Create Loan Payment.
2. Enter the From Account information.
3. Enter the To Loan Account information.
4. Select the Payment Option.
5. You can choose to make a Regular Payment or pay to Principal Only.
6. Enter the Amount.
7. Enter the Payment Date.
8. Enter a Memo, if desired.
9. Select Review.
10. Select Confirm.

2 Message Center L@ Motifications @ Cut-Off Times Last Login: 09/02/2025, 03:31 PM, EST & Hi, janedoe (meganeloi) ~

CAPE
COD

TREASURY MANAGEMENT

FDK FDIC-Insured - Bocked by the full faith and credit of the U.S. Government DASHBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN ~

Create Loan Payment

1. Create Payment 2. Review 3. Confirmation

Loan Payment * Indicates Required Field
From Account: * Q
To Loan Account: * Q
Payment Option: * Regular Payment ¥
Amount: * $0.00

Payment Date: * 09/02/2025
Memo:
Reset  Cancel
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Loan Payment Activity

Use the Loan Payment Activity view to look at a list of loan payments with various statuses and
also view payment history.

You can search for a specific payment, or approve, reject, and cancel payments from this view.
PLEASE NOTE: You can only select Edit Payment when the payment status is Approval Rejected,
Scheduled, or Failed.

Editing a Loan Payment

The Transfer Activity list allows you to view and work with transfers that are in the following
statuses: Approval Rejected, Scheduled, or Failed.

Go to Payments > Transfer > Transfer Activity.

Select the Transaction ID of the transfer to change.

Select Edit Transfer.

Edit the fields as necessary.

Select Confirm.

NN

Wires

Create recurring, future-dated, and one-time domestic and/or international wires. You can also
create domestic and/or international creditors, view wire activity, search wires, download or print
a PDF or .csv file for a payment in detail or summary view, and approve or reject wires.

Create USD Wire

Domestic Wires
Use the Create USD Wire view to create domestic, international, or multiple USD wires.

Domestic wires can be sent to individuals or companies banking within the United States.
1. Go to Payments > Wire > Create USD Wire.
2. Onthe Payment and Creditor Information tab, select Domestic.
3. Complete the fields.
TIP: Select Reset for the fields to return to their default settings.

Wire Company
Select the wire company that is used to originate the wire.

Debit Account
Start typing the account number in this field, and the matching entry auto-
completes or Select the search icon to select which account to debit.

Creditor

Type the creditor's name or select the search icon from your list of creditors.
PLEASE NOTE: If your creditor is not available, you can select Enter Creditor. The
Creditor Information section opens for you to add the creditor before continuing
with your wire creation. The entered creditor does not appear in the Wire Creditor
view for future use.

Wire Amount
The amount of the wire transaction.
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Frequency
Select the frequency.
- OneTime

Weekly
Every Two Weeks
Twice a Month
Monthly
Quarterly
Every Six Months
Yearly

Depending on your selection, you may be prompted to enter wire data in the
following field options:
- Effective Date
Repeat On Days
Repeat On
Start On
End On (No End Date is an option for this field when it appears)
Effective Date: The effective date that the wire transaction occurs.

Purpose
Enter a short description of the wire.

Additional Information

Enter a specific memo that the creditor can view when they receive the wire. Select
+ Add to add another additional information line, or select the Delete icon to
remove an additional information line.

4. Select Review.
Proceed to the Review tab.

5. Select Confirm.
Proceed to the Confirmation tab, confirming that you have created an international wire.
PLEASE NOTE: From this screen, you can select Create Another Wire, Save as Template, or
View Wire Activity.
TIP: To save the creditor and bank details to reuse later, select Save as Template. Enter a
unique Template Name and select Create Template. Templates may be subject to
approval.
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CAPE = Message Center L.B Motifications @ Cut-Off Times Last Login: 08/28/2025, 11:26 AM, EST & Hi, janedoe (meganeloi) -

TREASURY MANAGEMENT

FDK FDIC-Insured - Bocked by the full faith and credit of the U.S. Government DASHBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN ~

Create USD Wire ©

1. Payment and Creditor Information 2. Review 3. Confirmation
International Create Multiple Wires * Indicates Required Field

Payment Information

Wire Company Mame: = v
Debit Account: * Q
Creditor. * @ Q

Wire Amount: * 0.00 usD
Frequency: * One Time v
Effective Date: * 08/29/2025

Purpose: *

Additional Information: @ +

End to End ID: €@

International Wires

USD international wires can be sent to individuals or companies that use a domestic intermediary
for a foreign bank.

1. Go to Payments > Wire > Create USD Wire.

2. Onthe Payment and Creditor Information tab, select International.
3. Complete the fields.

TIP: Select Reset for the fields to return to their default settings.
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CAPE 2 Message Center .L@ Motifications @ Cut-Off Times Last Login: 09/15/2025, 05:15 PM, EST & Hi, janedoe (meganeloi)

FDK FDIC-Insured - Bocked by the full faith and credit of the U.S. Government DASHBOARD ACCOUNTS ~ PAYMENTS =~ RECEIVABLES ~ REPORTING ~ ADMIN ~

TREASURY MANAGEMENT

Create USD Wire ©

1. Payment and Creditor Information 2. Review 3. Confirmation
Domestic | @ International Create Multiple Wires * Indicates Required Field

Payment Information

Wire Company MName: = A
Debit Account: = Q
Creditor. * @ Q
Wire Amount: * 0.00 usD
Frequency: * One Time hd
Effective Date: 09/15/2025

Purpose: *

Additional Information: € L 5

End to End ID: €

Wire Company
Select the wire company that is used to originate the wire.

Debit Account
Start typing the account number in this field, and the matching entry auto-
completes or Select the search icon to select which account to debit.

Creditor

Type the creditor's name or select the search icon from your list of creditors.
PLEASE NOTE: If your creditor is not available, you can select Enter Creditor. The
Creditor Information section opens for you to add the creditor before continuing
with your wire creation. The entered creditor does not appear in the Wire Creditor
view for future use.

Wire Amount
The amount of the wire transaction.

Effective Date
The effective date that the wire transaction occurs.
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Purpose
Enter a short description of the wire.

Additional Information

Enter a specific memo that the creditor can view when they receive the wire. Select
+ Add to add another additional information line, or select the Delete icon to
remove an additional information line.

4. Select Review.
Proceed to the Review tab.

5. Select Confirm.
Proceed to the Confirmation tab, confirming that you have created an international wire.
PLEASE NOTE: From this screen, you can select Create Another Wire, Save as Template, or
View Wire Activity.
TIP: To save the creditor and bank details to reuse later, select Save as Template. Enter a
unique Template Name and select Create Template. Templates may be subject to
approval.

Create Multiple Wires

Follow the steps outlined in this topic to create multiple wires for selected creditors.
1. Goto Payments > Wire > Create USD Wire.
2. Onthe Payment and Creditor Information tab, select Create Multiple Wires. You are
transferred to the Wire Creditors page.

CAPE 2= Message Center @ Motifications @ Cut-Off Times Last Login: 08/28/2025, 11:26 AM, EST & Hi, janedoe (meganeloi) -

TREASURY MANAGEMENT

FDK FDIC-Insured - Bocked by the full faith and credit of the U.S. Government DASHBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING = ADMIN ~

Create USD Wire @

1. Payment and Creditor Information 2. Review 3. Confirmation
® Domestic International | Create Multiple Wires * Indicates Required Field

3. Select one or more check boxes beside the appropriate Creditor Name.
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CAPE
COD

TREASURY MANAGEMENT

Viewing 1 - 2 of 2 Creditors

Initiate Payments

2 Message Center

FD-K FDIC-Insured - Bocked by the full faith and eredit of the U.5. Government

> Select Creditors

4

o

5 Q

@

-4

(=}

=

4

E v Creditor Name Account Number

wy
v Vendor One 123436
N Vendor Two 112233

DASHBOARD

Agent ID

124084834

124084834

@ Notifications

© Cut-Off Times

ACCOUNTS ~

Last Login: 08/28/2025, 11:26 AM, EST & Hi, janedoe (meganeloi) ~

PAYMENTS - RECEIVABLES ~ REPORTING ~ ADMIN ~
Created
Agent Name Country Currency Date Status
FIRST-CITIZENS BANK &
TRUST €O us usD 08/29/2025 Ready
FIRST-CITIZENS BANK & Us uso 08/20/2025 Ready

TRUST CO

=

4. Select Initiate Payments.

The Create Multiple Wires page appears.
5. Complete the required fields for each Creditor Name selected.
The fields available depend on if the wire is domestic or international.

. Message Center .LG Notifiations © Cut-0Ff Times Last Login: 08/28/2025. 11:26 AM. EST & Hi. janedoe (meganeloi) «
LAPE’S TREASURY MANACEMENT
CoD
FDE FDIC-insured - Bocked by the full foith and credit of the U 5. Government DASHBOARD ACCOUNTS - PAYMENTS - RECEIVABLES ~ REFORTING - ADMIN -
Create Multiple Wires
1. Payment and Creditor Information 2. Review 3. Confirmation
indicates Required Field
Add Payment
Remove
Creditor. * Vendar Cne Q Wire Amount* | $0.00 usD Purpose: *
Account Number. 123456
Agent ID: 124084834 Frequency: One Time v Additional Information: @
Wire Company Mame: * Select Wire Company v Effactive Date: 25 End to End ID: @
Diebit Account: * Q
Remove
Creditar. * Vendor Two Q Wire Amount: * $0.00 uso Purpose: *
Account Mumber 112233
Agent 1D 124084334 Frequency: ™ One Time bt Additional Information: @
Wire . - £ W | v
Wire Company Mam Select Wire Company Effective Date:* | 08/20/2025 Endto End ID: @
Debit Account: * Q
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Creditor
Type the creditor's name or select the search icon from your list of creditors.

Wire Company Name
Select the wire company that is used to originate the wire.

Debit Account
Start typing the account number in this field, and the matching entry auto-
completes. Select Search icon to select which account to debit.

Wire Amount
The amount of the wire transaction.

Frequency
Select one of the following options:
- OneTime
Weekly
Every Two Weeks
Twice a Month
Monthly
Quarterly
Every Six Months
Yearly

Effective Date
The effective date that the wire transaction occurs.

Purpose
Enter a short description of the wire.

Additional Information

Enter a specific memo that the creditor can view when they receive the wire. Select
+ Add to add another additional information line, or select the Delete icon to
remove an additional information line.

End to End ID
Create a unique identifier that follows the transaction from beginning to end if
desired.

6. Select Review.
7. Select Confirm.

Create USD Wire from Template

Use the Create USD Wire from Template view to work with wire templates.
1. Go to Payments > Wire > Create USD Wire from Template.
2. Select the check box next to the wire templates to initiate.
3. Select Initiate Payments.
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= Message Center *@ Notifications @ Cut-Off Times Last Login: 08/29/2025, 12:24 PM, EST & Hi, janedoe (meganeloi)

CAPE
COD

TREASURY MANAGEMENT

FDIC FDIC-Insured - Backed by the full faith and credit of the U.S. Government  DASHBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN -

Wire Templates 0 | Creditors

b Create New Template & Download ~ | & Print
[
&
= Q
£
T
[t
ﬁ v Template Name Wire Type Wire Company Debit Account Creditor Name Status Actions
)
e
(=) Vendor 1 Domestic Payrall Vendor Two Ready Actions «
Viewing 1- 1 of 1 templates E

Initiate Payments

4, Complete the required fields for each template selected.

Wire Amount
The amount of the wire transaction.

Frequency
Select one of the following options:
One Time
Weekly
Every Two Weeks
Twice a Month
Monthly
Quarterly
Every Six Months
Yearly

Effective Date
The effective date that the wire transaction occurs.

Purpose
Enter a short description of the wire.

Additional Information
Enter a specific memo that the creditor can view when they receive the wire.

Endto End ID

Create a unique identifier that follows the transaction from beginning to end if
desired.

5. Select Review.

Treasury Online Banking 34 © 2025 Cape Cod 5
User Guide Last Revised September 2025



Treasury Online Banking User Guide

CAPE 2 Message Center .L@ Motifications @ Cut-0ff Times Last Login: 08/29/2025, 12:24 PM, EST & Hi, janedoe (meganeloi) v

FDK FDIC-Insured - Bocked by the full faith and credit of the U.S. Government DASHBOARD ACCOUNTS =~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN ~

TREASURY MANAGEMENT

Create USD Wire from Template

1. Payment and Creditor Information 2. Review 3. Confirmation

Payment Information
Creditor Information

. Vendor 1
Template: Mame: Vendor Two
Wire Company Name: Account Number: 112233
Address: Springfield
Debit Account: Payrell
Notes:
o Vendor Two
Creditor: Agent ID: 124084834
Wire Amount: * 0.00 USD Agent Name: FIRST-CITIZENS BANK & TRUST
co
Freguency: * One Time A Agent Address: RALEIGH, NC
Effective Date: * 09/02/2025
Purpose: * Payment
Additional Information: @ <=

End to End ID: €

6. Select Confirm.

Upload Wires

Uploading wire files eliminates the need to input individual wires when volume is a concern.
PLEASE NOTE: A wire upload format must be established in order to upload a wire file. Please see
the Wire Upload Format section of this guide for information on how to create one.

1. Go to Payments > Wire > Upload Wires.
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CAPE
COD

TREASURY MANAGEMENT

Upload Wire File

m 2. Summary 3. Review 4. Confirmation

Wire Company * Select a Wire Company v

Saved Format * Select A File Format A

Select A File

Maximum file size of 4M8

% Message Center Lm Motifications © Cut-Off Times Last Login: 08/29/2025, 12:24 PM, EST & Hi, janedoe (meganeloi) ~

FDK FDIC-insured - Backed by the full faith and credit of the U.S. Government DASHBOARD ACCOUNTS - PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN ~

2. Select your wire company, file upload format, and browse for the wire. Click Upload.
3. Select Details to view or edit details for a selected wire.

CAPE = Message Center Lm Motifications @ Cut-Of Times Last Login: 09/03,/2025. 11:24 AM. EST i Hi, janedoe (meganeloi)
COD TREASURY MANAGEMENT

FDE FDIC-Insured - Backed by the full faith and credit of the .S, Govemment DASHEOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING =~ ADMIN

Upload Wire File

1. Select File 2. Summary 4. Confirmation

File Upload Review & Print

File Name: wires2 4.csv

0.376 KB 3 Total Debit Amount: £0.03
0 ors 3
Creditor Name & Debit Account @ Wire Company Name & Effective Date & Wire Amount & Open All
Vendor 1 Payroll 09/10,/2025 S0.01 Details
Vendor 2 Payrall 09/11,/2025 £0.01 Details
Vendor 3 Payroll 09/12/2025 $0.01 Details
Viewing 3 items
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4. If necessary, deselect any wires to exclude them from processing.
5. Select Review.

6. When all details appear accurate, select Confirm.

Wire Payment Activity
Use the Wire Payment Activity view to work with wires.

Three icons may appear throughout the Wire Activity view. Hover over or select these icons to
view an informational message.

€ When thisicon appears beside a transfer, it means that there is an information message
available for this transfer.

[(# When thisicon appears beside a transfer, it means that the transfer has been changed.

A When this icon appears beside a transfer, it means that the transfer has an error.

Select the Transaction ID to cause the Wire Detail window to appear which displays both wire
payment and creditor information.

CAPE = Message Center AP rinicatons  OCutOfTimes  Lest Login: 08/29/2025, 12:24 PM.EST & Hi, janedoe (meganeloi) =
TREASURY MANAGEMENT
COD.

FDIC roiCinsured - Backed by the full faith and credit of the U.5. Govermment DASHBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN ~
> Wire Payment Activity LiJ Recurring Wires Wire File Activity Create New Payment . Download
=
=
& Type to filter Q
=
a
g PENDING APPROVAL TRANSMITTED
o
@ 1 2
§ 80.70 84.25
L
<
5
o
173]

Transaction ID Wire Company ¥  WireType #  Debit Account ¥  Creditor Name %  Currency #  Wire Amount % Effective Date #  Created Date # OMAD #  Status % Actions
V000003163455 Domestic payroll John Doe usD $1.00  09/02/2025 09/02/2025 | TransmirTeD |
V000003163474 Domestic payroll John Doe usD $3.25  09/02/2025 09/02/2025 [ TransmirTeD |
000003163483 Domestic payrall John Doe usD $0.70  09/02/2025 08/02/2025 APPROVAL Cancel Wire
Viewing 3 items
==

Editing a Wire

1. Go to Payments > Wire > Wire Payment Activity.
2. Select the Transaction ID.
3. Select Edit.
You can only edit if the wire transaction has a status of:
Approval Rejected
Failed
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Scheduled
4. Edit the fields as necessary.
- 2 Message Center .L@ Motifications @ Cut-Off Times Last Login: 08/29/2025, 12:24 PM, EST & Hi, janedoe (meganeloi) v
(’ég]:E): TREASURY MANAGEMENT

FDK FDIC-Insured - Bocked by the full faith and credit of the U.5. Government DASHBOARD ACCOUNTS = PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN ~

£ Back to Wire Activity

Wire Detail: W000003163483 & Download ~ | & Print
Payment Information Creditor Information
Transaction ID: W000003163483 Account Number: 12345678
OMAD: Name: John Doe
Status: Pending Approval Address: 1 Main Street
Leominster, MA 01453
UNITED STATES
Wire Company Name:
MNotes:
Debit Account: Payroll
Agent ID: 211370707
Effective Date:
Bctive Sate 09/02/2025 Agent Name: FIDELITY CO-OPERATIVE BANK
Wire Amount: 0.70 USD Agent Address:  LEOMINSTER, MA
i UNITED STATES
Freguency: One Time
Purpose: Invoice payment

Additional Information:

End to End ID:

Audit: 9/2/2025 8:39:41 AM : ryantm : New

5. Select Review.
6. Select Confirm.

Approving or Rejecting a Wire
Follow the steps outlined in this topic to approve or reject selected wires.
1. Goto Payments > Wire > Wire Payment Activity.
2. Select the check box beside the Transaction ID.
3. Select Approve or Reject.
The Approve this Wire or Reject this Wire dialog box appears.
4. Enter acomment in the field, and then select Approve or Reject. A confirmation message
appears.

Canceling a Wire Transfer
Follow the steps outlined in this topic to cancel selected wire transfers.
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1. You can only cancel USD (domestic and international) wires. You cannot cancel foreign
currency wires.

2. Goto Payments > Wire > Wire Payment Activity.

3. Select Cancel Wire.

4. Enter Comments about the cancellation, and then select Cancel Wire.

Wire File Activity

The Wire File Activity screen shows a list of wire files that users have uploaded. Users can access
this information via the navigation menu by selecting Payments > Wire > Wire File Activity.

= % Message Center .Lw Notifications © Cut-Off Times Last Login: 09/02/2025, 05:52 PM, EST & Hi. janedoe (meganeloi) ~
('éAgIE) TREASURY MANAGEMENT
FDIC roiCinsured - Backed by the full faith and credit of the U.S. Govermment DASHBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN =
2 Wire File Activity [i] Recurring Wires Wire Activity & Print
2
2w Q
A
iy
i File Name & File Size ® Source 9 Received Date # Total Wires/Amount # Approved/Submitted & Pending & Rejected ¥ Expired # Actions
=
£
E wiresg st 236 Test User 3 07/30/2025 (3) $0.03 3 0 0 0 Review
o
wv
Viewing 1 of 1 item

Recurring Wires

Only wires that were created with a recurring Frequency appear on this list.
Select the Transaction ID, and then the Recurring Wire Detail screen appears and displays both
wire payment and creditor information.

CAPE 2 Message Center .L@ Motifications @ Cut-Off Times Last Login: 09/02/2025, 05:52 PM, EST & Hi, janedoe (meganeloi) -

TREASURY MANAGEMENT

FDK FDIC-Insured - Backed by the full faith and credit of the U.S. Government DASHBOARD ACCOUNTS ~+ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN ~

> Recu I‘I’il'lg Wires o Wire Activity Wire File Activity Create New Payment & Download ~ | & Print
@

=

- Q

=

=

3 Creditor Debit Created Mext Payment End Wire

& Transaction ID Wire Company Name Account Frequency Date Date Date Amount Status Actions

S

= Pending Approval )

- W000003168749 Vendor One  Payroll Monthly 09/03/2025 $1.00 Cancel Series
[

Viewing 1 - 1 of 1 wires E

Editing a Recurring Wire

Follow the steps outlined in this topic to edit selected recurring wires.
1. Go to Payments > Wire > Recurring Wires.
2. Select the Transaction ID.
3. Select Edit.
PLEASE NOTE: You cannot edit a recurring wire in a Pending Approval status.
4. Edit the fields as necessary.
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5. Select Review.
6. Select Confirm.

Canceling a Recurring Wire Series

Follow the steps outlined in this topic to cancel selected recurring wire series.
1. Go to Payments > Wire > Recurring Wires.
2. Select Cancel Series beside the recurring wire. The Cancel Wire dialog box appears.
3. Enter Comments about the cancellation, and then select Cancel Wire.

Wire Templates

Creating a Wire Template

1. Go to Payments > Wire > Wire Templates.
2. Select Create New Template.

CAPE 2 Message Center *@ Motifications @ Cut-Off Times Last Login: 08/29/2025, 12:24 PM, EST & Hi, janedoe (meganeloi)

TREASURY MANAGEMENT

FD-IIC FDIC-Insured - Backed by the full faith and credit of the U.5. Government DASHBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN =

i)

> Wire Tem plates Creditors Create New Template & Download ~ | & Print

3. Select whether the wire template is Domestic or International.
4. Complete the following fields on the Payment and Creditor Information tab.

Template Name
Enter the name of the template.

Wire Company
Select the wire company that is used to originate the wire.

Debit Account
Select the affected debited wire accounts.

Creditor
Type the creditor's name or select the search icon from your list of creditors.

Purpose
Enter a short description of the wire.

Additional Information

Enter a specific memo that the creditor can view when they receive the wire. Select
+ Add to add another additional information line, or select Delete icon to remove an
additional information line.

End to End ID
Create a unique identifier that follows the transaction from beginning to end if
desired.
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CAPE 2 Message Center .Lm Motifications @ Cut-Off Times Last Login: 08/29/2025, 12:24 PM, EST & Hi, janedoe (meganeloi) ~

TREASURY MANAGEMENT

FDK FDIC-Insured - Backed by the full faith and credit of the U.S. Government DASHBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN ~

Create a Wire Template

1. Payment and Creditor Information 2. Review 3. Confirmation

Wire Template Detail * Indicates Required Field

Payment Information

@ Domestic International

Template Name: *

Wire Company Mame: * Select Wire Company v
Debit Account: * Q
Creditor:* @ Q
Purpose: *

Additional Information: @ e

End to End ID: @

5. Select Review. Review the information entered to ensure that it is accurate.

6. Select Confirm.
PLEASE NOTE: From this screen, you can Create Another Wire Template or View Wire
Templates.

Wire Creditors

Creating a Domestic Creditor

1. Goto Payments > Wire > Wire Creditors.
2. Select Create New Creditor.

CAPE 2 Message Center .L@ Motifications @ Cut-Off Times Last Login: 08/29/2025, 12:24 PM, EST & Hi, janedoe (meganeloi) ~

TREASURY MANAGEMENT

FDK FDIC-Insured - Bocked by the full faith and credit of the U.S. Government DASHBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN ~

> Wire Creditors Create New Creditor & Download ~ | & Print

3. Complete the fields.
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Agent Country
Select the creditor’s country.

Agent ID
Enter the creditor’s routing number.

Agent Name
Enter the creditor’s financial institution name.

Agent City/Town Name
Enter the city where the financial institution that the creditor uses is located.

Agent State/Country Sub Division
Enter the state where the financial institution that the creditor uses is located.

Account Number
Enter the creditor's account number that receives the wire credit.

Re-enter Account Number
Re-enter the creditor's account number that receives the wire credit.

Name
Enter the creditor's name.

Country
Select the creditor’s country.

Building Number
Enter the creditor’s building number if applicable.

Street Name
Enter the creditor’s receiving location street name.

City/Town Name
Enter the city where the financial institution that the creditor uses is located.

State/Country Sub Division
Enter the state where the financial institution that the creditor uses is located.

Post Code
Enter the ZIP code of the financial institution that the creditor uses.

Notes
Enter any additional information about this creditor.
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~APE = Message Center L‘BN:ti":r.i:ns &) Curt-OFF Times Last Login: 08/29/2025, 12:24 PM, EST o Hi, janedoe (meganeloi] +
%05 TREASURY MANAGEMENT
FDIC FNC-Insured - Bocked by the full foith ond credit of the U5, Gevernment DASHEOARD ACCOUNTS PAYMENTS ~ RECEIVAELES = REPORTING ~ ADMIN
—

Create a Domestic Creditor

1. Creditor Information 2. Review 2. Confirmation

@ Domestic nternational # Indicates Required Field
Agent Courntry: * Us - Instructed Agent Information
Agent Country: *
Agent D * a us -
Agent [Dx
Agent Mame: * Q m
Agent Name:
Agent City'Town Mame: *
Agent City/Town Mame:
Agent State/Country Sub -
Dirvizion: *
Agent State/Country Sub
Divigion:
Account Mumber: *
Re-enter Account Murnber: *
Mamne:
county® UNITED STATES A

Building Mumber

Streat Mame:

City, Town Mame: *

State/Country Sub Division:

Post Code:

Additional location informaticn

MNotes

Resst  Cancel

Select Review.

Review the information entered to ensure that it is accurate.

Select Confirm.

Proceed to the Confirmation tab, confirming that you have successfully created a domestic
creditor. Depending on your settings, you may not be able to send a domestic wire to this
creditor until they are in an Approved status.

PLEASE NOTE: From this screen, you can select Send a Wire to this Creditor, Create
Another Creditor, or Wire Creditors.

o U1 h

6. Select Review. You proceed to the Review tab. Review the information entered to ensure
that it is accurate.
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7. Select Confirm. You proceed to the Confirmation tab, confirming that you have
successfully created an international creditor. Depending on your settings, you may not be
able to send an international wire to this creditor until they are in an Approved status.
PLEASE NOTE: From this screen, you can select Send a Wire to this Creditor, Create
Another Creditor, or Wire Creditors.

Creating an International Creditor

1. Goto Payments > Wire > Wire Creditors.

2. Select Create New Creditor.

3. On the Creditor Information tab, select International.
4. Complete the fields.

~ .\ P - = Message Conter -LEa Maotifications ) Cut-OF Times Last Login: 09/ 16/2025, 01:10 PM, EST - Hi, janedoe (meganeloi] «
L‘l I: TREASURY MANAGEMENT

COD
FDIC roicinsured - Backed by the full faith and credit af the LS. Government DASHBOARD  ACCOUNTS =  PAYMENTS =  RECEIVABLES =  REPORTING =  ADMIN -

Create an International Creditor

1. Creditor Information 2. Review 2. Confirmation

Domestic @ Intemationsl * Indicates Required Field

Account/IBAN Mumber: * Agent D~ Swift Code ™

Re-enter Account/IBAN Agent Mame: #
Murnber: *
Mame: Agent Country: * -
- Agent City, Town Narne: *
Country: - 1=} Ty,
Buildimg Mumber: Agent State/County Sub
Division:

Street Name:

City/Town Marne: *

State/Country Sub Division:

Post Code:
Additional location information
Motzz €
Intermediary Agent Information ~
# Add =n Instructed Agent * # Add an International Intermediary Agent

Account/IBAN Number
Enter the creditor's account number that receives the wire credit.
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Re-enter Account/IBAN Number
Re-enter the creditor's account number that receives the wire credit.

Name
Enter the creditor's name.

Country
Select the creditor’s country.

Building Number
Enter the creditor’s building number if applicable.

Street Name
Enter the creditor’'s receiving location street name.

City/Town Name
Enter the city where the financial institution that the creditor uses is located.

State/Country Sub Division
Enter the state where the financial institution that the creditor uses is located.

Post Code
Enter the Post code of the financial institution that the creditor uses.

Notes
Enter any additional information about this creditor.

Agent ID
Enter the creditor’s routing number.

Agent Name
Enter the creditor’'s financial institution name.

Agent Country
Select the creditor’s country.

Agent City/Town Name
Enter the city where the financial institution that the creditor uses is located.

Agent State/Country Sub Division
Enter the state where the financial institution that the creditor uses is located.
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Situation Steps
Adding a domestic intermediary bank. 1. Select Search, and then select the correct
bank from the Bank Lookup screen.

The system auto-fills the required fields.

2. Enter the Bank ID, Account Number, Notes,
Bank Name, City, and State.

Bank ID and Bank Name are required fields.

PLEASE NOTE: This option may not appear
depending on your institution's settings.

Adding an international intermediary Enter the Bank ID, and then select ifthe ID is a
bank. Swift Code, IBAN Number, or Sort Code from the
drop-down list.

1. Enter the Bank City, Notes, Bank Name, and
Bank Country.

Bank ID, Bank Name, and Bank Country
are required fields.

5. Select Review.

6. Review the information entered to ensure that it is accurate.

7. Select Confirm.

Proceed to the Confirmation tab, confirming that you have successfully created an
international creditor. Depending on your settings, you may not be able to send an
international wire to this creditor until they are in an Approved status.

PLEASE NOTE: From this screen, you can select Send a Wire to this Creditor, Create
Another Creditor, or Wire Creditors.

8. Select Review. You proceed to the Review tab. Review the information entered to ensure
that it is accurate.

9. Select Confirm. You proceed to the Confirmation tab, confirming that you have
successfully created an international creditor. Depending on your settings, you may not be
able to send an international wire to this creditor until they are in an Approved status.
PLEASE NOTE: From this screen, you can select Send a Wire to this Creditor, Create
Another Creditor, or Wire Creditors.

Initiating Wire Payments to Creditors

Follow the steps outlined in this topic to initiate wire payments for selected creditors. You can
only initiate USD (domestic and international) wires using these steps.

1. Go to Payments > Wire > Wire Creditors.
2. Select one or more check boxes beside the appropriate Creditor Name.
3. Select Initiate Payments.
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- 2% Message Center &m Motifications @ Cut-0Off Times Last Login: 08/29/2025, 12:24 PM, EST & Hi, janedoe (meganeloi)
CAPE
COD

TREASURY MANAGEMENT

FDIC FDIC-Insured - Bocked by the full faith and credit of the U.5. Government DASHBOARD ACCOUNTS ~ PAYMENTS = RECEIVABLES ~ REPORTING ~ ADMIN =~

? Wire Creditors Create New Creditor & Download ~ | & Print
2
2
5 Q
@
A
w
5 Created
8 Creditor Name Account Number Agent ID Agent Name Country Currency Date Status Actions
wn
FIDELITY CO-OPERATIVE
John Doe 12345678 211370707 BANK uUs usp 06/02/2025 Ready  Actions «
FIRST-CITIZENS BANK & .
v -
Vendor One 123456 124084834 TRUST €O us uUsD 08/29/2025 Ready  Actions
FIRST-CITIZENS BANK &
v Vendor Two 112233 124084534 TRUST €O uUs usp 08/29/2025 Ready  Actions =

Viewing 1 - 3 of 3 Creditors E

4. Complete the required fields for each Creditor Name selected.

Message Center .LG Motifications © Cut-Off Times Last Login: 08/28/2025, 11:26 AM, EST & Hi, janedoe (meganeloi) -

Lé\(I;IES TREASURY MANAGEMENT

FDK FOIC-Insured - Backed by the full faith and credit of the U.5. Government DASHEBOARD ACCOUNTS - PAYMENTS - RECEIVABLES - REPORTING - ADMIN -

Create Multiple Wires

1. Payment and Creditor Information 2. Review 3. Confirmation

indicates Required Field

Add Payment
Remave
Creditor: * Vendor One a © Wire Amount: $0.00 usD Purpose: *
Account Number: 123456
Agent ID: 124084334 Frequency: * One Time - Additional Information: €
Wire Company Mame: * Select Wire Company v Effective Dats: * End to End ID: @
Debit Account: * =3
Remove
Creditor: Wendor Two a o Wire Amount: * $0.00 usp Purpose: *
Account Mumber: 112233
Agent ID: 124084334 Frequency: * One Time - Additional Information: @
Wire Company Namea: * Select Wire Company hd Effective Date: © End to End ID: @
Dabit Account: * Q

m canesl

Treasury Online Banking 47 © 2025 Cape Cod 5
User Guide Last Revised September 2025




Treasury Online Banking User Guide

Creditor
Type the creditor's name or select the search icon from your list of creditors.

Wire Company Name
Select the wire company that is used to originate the wire.

Debit Account
Start typing the account number in this field, and the matching entry auto-
completes. Select Search to select which account to debit.

Wire Amount
The amount of the wire transaction.

Frequency

Select one of the following options:
e OneTime

Weekly

Every Two Weeks

Twice a Month

Monthly

Quarterly

Every Six Months

Yearly

Effective Date
The effective date that the wire transaction occurs.

Purpose
Enter a short description of the wire.

Additional Information

Enter a specific memo that the creditor can view when they receive the wire. Select
+ Add to add another additional information line, or select the Delete icon to
remove an additional information line.

End to End ID
Create a unique identifier that follows the transaction from beginning to end if
desired.

5. Select Review.
6. Review the information entered to ensure that it is accurate.
7. Select Confirm.

Editing Wire Creditors

Follow the steps outlined in this topic to edit selected creditors.
1. Go to Payments > Wire > Wire Creditors.
2. Select the Creditor Name.
3. Select Edit.
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4. Edit the fields as necessary.
5. Select Review.

2% Message Center L@ Motifications © Cut-Off Times Last Login: 08/29/2025, 12:24 PM, EST & Hi, janedoe (meganeloi) +
TREASURY MANAGEMENT

CAPE
COD

FDK FDIC-Insured - Backed by the full faith and credit of the U.5. Government

DASHBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN ~

> Wire Creditors Create Mew Creditor & Download ~ | & Print
4
]
B Type to filter Q
@
B
¥
-§ Created
a Creditor Name Account Number Agent ID Agent Name Country Currency Date Status Actions
v
John Doe 12345678 211370707 ;E:ETY COOREVE us usD 09/02/2025 Ready  Actions -
v Vendor One 123456 124084834 FIRST-CITIZENS BANK & us UsD 08/29/2025 Ready  Actions -
TRUST CO
FIRST-CITIZENS BANK &
v Vendor Two 112233 1240845834 TRUST €O us usD 08/29/2025 Ready  Actions «

Viewing 1 - 3 of 3 Creditors

Initiate Payments

Creditor: Vendor One

Status: + Ready Agent ID: 124084834

Currency: usD Agent Name: FIRST-CITIZENS BANK & TRUST CO

Account Number: 123456 Agent Address: RALEIGH, NC

UNITED STATES
Address: Springfield
UNITED STATES Audit:

8/29/2025 12:50:20 PM:janedoe:Create

Approving or Rejecting a Creditor

Follow the steps outlined in this topic to approve or reject selected creditors.
1. Goto Payments > Wire > Wire Creditors.

2. Select the check box next to the Creditor Name.
3. Select Approve or Reject from the Actions menu

4. Enter a comment in the field, if necessary, and then select Approve or Reject.

Deleting a Creditor

1. Go to Payments > Wire > Wire Creditors.
2. Inthe Actions menu, select Delete.

3. Enter acomment in the field, and then select Delete Creditor.
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Wire Upload Formats

The Wire Upload Template Formatting Tool allows you to build either a fixed position or
delimited file map to upload wire files.

Creating Wire Upload Formats

Go to Payments > Wire > Wire Upload Formats.

Select Create New Format.

Select either Delimited or Fixed Position.

Complete the fields as desired to determine how amounts and dates appear.
Map the field positions as desired:

I NEREN I

You can drag and drop the different fields to reorder them.

In delimited file formats, the position in the file appears as the tile number and updates
when the tile is moved. In fixed position file formats, the tiles show the position on the file
and the length of the field. Users can adjust the length by using the up or down arrows.

Optional tiles appear below the required fields. While you cannot move any required fields
into the optional section, you can move optional titles to the primary section. Additionally,
you can use a filler tile as a placeholder to account for items in files which are not included
in payment details.

6. Select Save.

2 Message Center Lm Motifications @ Cut-Off Times Last Login: 09/02/2025, 05:52 PM, EST & Hi, janedoe (meganeloi) ~

CAPE
COD

TREASURY MANAGEMENT

FD-K FDIC-Insured - Backed by the full faith and credit of the U.5. Government DASHBOARD ACCOUNTS ~ PAYMENTS =~ RECEIVABLES ~ REPORTING =~ ADMIN =

Wire Upload Formats Create New Format =

Upload Formats ¥ Type # Created Date ¥ Created By ¥ Actions
Wires Delimited 07/25/2025 demo o
Viewing 1 of 1 item
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~APE 5 Message Center .Lml‘lzti" cations ) Cut-OFf Times Last Login: 08/29/2025, 12:24 PM, EST & Hi, janedoe (meganeloi) -
("(50155 TREASURY MANACEMENT
FDIC rovcinsured - Backed by the full foith and credit of the LS. Government DASHBOARD  ACCOUNTS =  PAYMENTS =  RECEIVABLES =  REPORTING =  ADMIN -

Wire Upload Template Formatting Tool

Upload Format  Delimited  Fixed Position

Format Mame *
Text qualifier iz identified by a single quote () and 2 field delimiter is identified by a comma ()
If this format will be used for files sent via FTP, the name should not contain any spaces or undersoorss.

Delimited €@
Exclude Header Rows Exclude Footer Rows ltern Amount Effective Date Format
0 e o [i] @ Dedmal Included Whole Dollar (798 = 728.00) Implied Decimal {798 = 7.98) iy yyy -

Column Order Glossary  ®®

Drag and drop ftems to reorder column

| Debit Account Type 9 | Debit Account F | Effective Date 3 |Wire Amount 4 | Purpose
|Agent D & | Account Number 7 | MName 8 |C|'tyf|'own Mame 3 | State/Country Sub Division
| Post Code

Drag and drop optional items to the space above to activate

|Add itional Information [sptions) | End to End ID {optional] | Notes (aptionsl) | Building Number (sptiona) | Street Name (eptionsl)
| Department {optional) | Sub Department {optional) | Post Box (optional) | Building Name [optional) | Floor {optional)
|Room [optional) |Town Location Name (optional) | District Mame {optional) Agent ID [optional) Q.FI'I ler Tile (opticnal)

ACH

Within Payments > ACH, you can create ACH payments and templates, import layouts, view

templates, ACH payments, and recurring ACH payment lists, and search ACH recipients. You can
also work with ACH tax payments.

Create an ACH Payment

Use the Create ACH Payment view to create an ACH payment manually, initiate an ACH payment
from a template, or upload a NACHA formatted file.

Creating an ACH Payment Manually

Use this process when manually creating an automated clearing house (ACH) payment.
1. Go to Payments > ACH > Create ACH Payment.
2. Within the Create Payment tab, select Manual Entry.
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CAPE % Message Cenfer .Lm Motifications © Cut-Off Times Last Login: 08/29/2025, 12:24 PM, EST & Hi, janedoe (meganeloi)

TREASURY MANAGEMENT
FDK FDIC-Insured - Backed by the full faith and credit of the U.S. Government DASHBOARD ACCOUNTS ~ PAYMENTS +~ RECEIVABLES ~ REPORTING ~ ADMIN +~

Create ACH Payment ©

1. Create Payment 2. Manage Recipients 3. Review 4. Confirmation

@ Manual Entry From Template Upload Nacha File

Payment Header Information * Indicates Required Field
Payment Name: * Frequency: * One Time hd

ACH Company Name: © Q Effective Date: *  09/02/2025

ACH Company ID:

SEC Code: * A

Entry Description: =

Discretionary Data:

Restrict Payment

3. Enter a Payment Name.

4. Select the ACH Company Name, and modify the SEC Code, Entry Description, and
Discretionary Data fields if necessary.

5. Select the Restrict Payment check box, if appropriate.
PLEASE NOTE: Only users with the Restricted Batch entitlement can see restricted
payments.

6. Select an option from the Frequency drop-down list. Options are:
e OneTime

Weekly

Every Two Weeks

Twice a Month

Monthly

Quarterly

Every 6 Months
e Annually

7. Select the Effective Date of this ACH payment using the calendar icon.

8. Click Add Recipients.

9. Complete the recipient information.
PLEASE NOTE: Select + to add a recipient row if necessary and then complete the
information.
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%4 Message Center L@ Motifications @ Cut-OFff Times Last Login: 08/29/2025, 12:24 PM, EST & Hi, janedoe (meganeloi) -
C&gES | TREASURY MANAGEMENT
Fch FDIC-Insured - Backed by the full faith and credit of the U.S. Government DASHBOARD ACCOUNTS - PAYMENTS ~ RECEIVABLES ~ REPORTING - ADMIN -
Create ACH Payment ®
1. Create Payment 3. Review 4. Confirmation
Manage Recipients * Indicates Required Field
Payroll 2
ACH Company Name: Debit: $0.00
ACH Company |D: 1033326287 Credit: $0.00
SEC Code: D Effective Date:  09/02/2025
Entry Description: YA PREFUND
Discretionary Data:
Restrict Payment
Q Prenate Only (0) Held Cnly (0) Errors (1) Select from Recipient List Import Recipients From File Add Recipient
Recipient Mame & * 1D Number Account Number  * Account Type < * Routing Number = * Credit/Debit+* Amount + * Prencte Hold Addenda
O (]
Checking ¥ | Q cR w | s000 Addenda M
Viewing 1 - 1 of 1 recipients 25 o
10. Select Review and choose your Offset Account.
11. Select Confirm.
Creating ACH Payments from Templates
To create a template, please see the ACH Templates section of this guide
1. Go to Payments > ACH > Create ACH Payment.
2. Within the Create Payment tab, select From Template.
~ % Message Center Lﬁ Motifications @ Cut-Off Times Last Login: 08/29/2025, 12:24 PM, EST & Hi, janedoe (meganeloi) +
Lég]% TREASURY MANAGEMENT

FDK FDIC-Insured - Backed by the full faith ond credit of the U.5. Government DASHBOARD ACCOUNTS = PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN ~

Create ACH Payment ®

1. Create Payment 2. Manage Recipients 3. Review 4. Confirmation
@ Manual Entry | From Template Upload Nacha File
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3. Select the check box beside the appropriate template name, and then select Initiate
Selected Templates.

~ % Message Center .Lm Motifications @ Cut-Off Times Last Login: 09/02/2025, 05:52 PM, EST & Hi, janedoe (meganeloi) ~
(’écl;]:E): TREASURY MANAGEMENT
FDK FDIC-Insured - Backed by the full faith and credit of the U.S. Government DASHBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN ~
> ACH Templates ACH Tax Templates ACH child Support Templates Create New Template & Download ~ | & Print
3
- Q
E
o
[
'FL_, v Template Name ACH Company Name SEC Code Last Updated Debit Amount Credit Amount Status Actions
3
v v Payroll cCcD 09/03/2025 $0.00 $0.00 Ready Actions «
$0.00 $0.00
Viewing 1 - 1 of 1 templates E
4. Change the SEC Code, Entry Description, and Discretionary Data fields, as needed.
5. Select the Restrict Payment check box, if appropriate.
6. Select an option from the Frequency drop-down list.

Options are:

e OneTime

Weekly

Every Two Weeks

Twice a Month

Monthly

Quarterly

Every 6 Months
e Annually

7. Select the Effective Date of this ACH payment using the calendar icon.

8. Select Add Recipients to proceed to the Manage Recipients tab.

9. Edit the recipient information, as needed.
PLEASE NOTE: Select + Add to add a recipient row, if necessary, and then complete the
information.

10. Select Review and choose your Offset Account.

1. Select the Apply Updates to the Template check box, if appropriate. This step updates the
template saved on the ACH Templates page.

12. Select Confirm.

Uploading a Nacha Formatted File

1. Go to Payments > ACH > Create ACH Payment.
2. Within the Create Payment tab, select Upload NACHA File.
3. Select Select File and browse for the appropriate file.
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Your file must be formatted to Nacha® specifications and all ABA numbers must be
accurate. The company header record must match a company that you are entitled to
create ACH batches for.

CAPE i Message Center .L@ Motifications @ Cut-Off Times Last Login: 09/02/2025, 05:52 PM, EST & Hi, janedoe (meganeloi) ~

TREASURY MANAGEMENT

FDK FDIC-Insured - Bocked by the full faith and credit of the U.S. Government  DASHBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN ~

Create ACH Payment ®

1. Upload File 2. File Summary 3. Review 4. Confirmation

Manual Entry From Template @ Upload Macha File

Upload Nacha Formatted File

Select File

Maximum of 10,000 payments

4. Select Upload.

CAPE % Message Center AP notitcations O Cut-Off Times Last Login: 09/02/2025, 05:52 PM, EST & Hi, janedoe (meganelod) ~ ~
TREASURY MANAGEMENT
COD
FDIC roiCinsured - Backed by the full faith and credit of the U.5. Government DASHBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN += =~
Payment Detail
BRB Demo 0000001 (D Restricted | 4 Recipient: N
Status: Ready Debit:  $0.00 Frequency: * One Time b
ACH Company Name: BRB Demo Credit:  $0.04
[ Please validate the Effective Date for accuracy
ACH Company ID: 541111111 Audit:
SEC Code: PPD Effective Date: *  08/05/2025 @
Entry Description: Payment
Discretionary Data:
Q Prenote Only (0) Hold Only (0)
Recipient Name * 1D Number Account Number Account Type = Routing Number Credit/Debit = Amount * Prenote Hold Addenda
Employee One $1245 123456 Checking 101000925 CR $0.01 No No Addenda
Employee Two 14565 456815 Checking 082901855 CR $0.01 No No Addenda
Employee Three H5698 159415 Checking 082901855 CR $0.01 No No Addenda
Employee Four B32333 654985 Checking 082901855 CR $0.01 No No Addenda
Viewing 1 - 4 of 4 Recipients 25 |
© 2025 Jack Henry & Associates, Inc. | Terms and Conditions Member FDIC | T2Y Equal Housing Lender
5. Change the name of the payment if desired.
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Select an option from the Frequency drop-down list.

Enter the Effective Date of the payment as it does not pull from the file.
Select Review and choose your Offset Account.

Select Confirm.

O wNo

Create ACH Tax Payment

Creating an ACH Tax Payment Manually

Follow the steps outlined in this topic to create ACH tax payments manually.
1. Goto Payments > ACH > Create ACH Tax Payment.
2. Within the Create Payment tab, select Manual Entry.

% Message Center L‘D Notifications @ Cut-Off Times Last Login: 09/02/2025, 12:02 PM, EST & Hi, janedoe (meganeloi) ~

-
C(‘?ggb ‘ TREASURY MANACEMENT
FDIC FoICinsured - Backed by the full faith and credit of the ULS. Government DASHEOARD ACCOUNTS = PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN -

Create ACH Tax Payment @

1. Create Payment 2. Review 3. Confirmation
® Manual Entry From Template

Create Tax Payment * Indicates Required Field

@ Federal State

Tax Payment Name: * ACH Company Name: * Q Recipient Name: ©
Tax Period End Date: * Pay From Account: * Q Recipient ID Number:
Tax Code: * Q Effective Date: * 09/02/2025 Recipient Routing Mumber: Q

Tax Payer ID * Amount: * $0.00 Recipient Account Number: *

Restrict Payment Recipient Account Type: * Checking hd

m Cancel

3. Enter the Tax Payment Name, Tax Period End Date, and the Tax Code.

A drop-down menu with all tax codes your organization configured in Back Office allows
you to select the correct code. If the necessary tax code is not available, you can enter the
code manually.

Enter the Tax Payer ID, ACH Company Name, and Pay from Account.

Select the Effective Date of this ACH payment using the calendar icon.

Enter the Amount.

Enter the Amount Type field, if applicable.

N0 v

State taxes allow the following entries:
e T=Tax

e S =State

e P =Penalty

e | =Interest

e L =Local
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e C=City

Federal taxes allow the following entries:

e 1SOCS = Social Security amount

2 MEDI = Medicare amount

3 WITH = Withholding amount

1FICA =Tier 1if code CT-1was used

2 Industry = Tier 2 if code CT-1 was used

e 6 Supplemental = Tier 3 if code CT-1was used

PLEASE NOTE: If you use a tax code that does not require subcategories, the Amount Type
Code field does not appear.

8. Toinclude up to two additional Amount/Amount Type fields, select the + option.
9. Complete the recipient fields.

10. Select Review.

1. Select Confirm.

Create Child Support Payment

Creating a Child Support Payment Manually

1. Go to Payments > ACH > Create Child Support Payment.
2. Within the Create Payment tab, select Manual.
3. Complete the Payment Header Information.

CAPE p— 2 Message Center .L@ Motifications @ Cut-Off Times Last Login: 09/02/2025. 12:02 PM. EST & Hi, Janedoe (meganeloi) ~
CODD | TREASURY MANACEMENT
FDIC FoiCinsured - Backed by the full faith and credit of the U.S. Government DASHEOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN ~

Child Support Payment

1. Create Payment 2. Manage Recipients 3. Review 4. Confirmation

@) Manual From Template

Payment Header Information * indicates Required field
Payment Name * Fraquency One Time
ACH Company Name * Q Effective Date * Today 09/02/2025 -

ACH Company 1D
SEC Code -
Entry Description *

Discretionary Data

Restrict Payment

4. Select Add Recipients after completing all fields.
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5. Complete the recipient fields.
TIP: The recipient is usually the state's information for who is receiving the child support
payment.

6. Complete the non-custodial parent fields.
TIP: For more information or additional instructions, contact your state's Child Support EFT
representative.

7. Select Review.

8. Select Confirm.

ACH File Activity

The ACH File Activity screen shows a list of ACH files that users have uploaded. Users can access
this information via the navigation menu by selecting Payments > ACH > ACH File Activity.

~ % Message Center *@ Motifications @ Cut-Off Times Last Login: 09/02/2025, 05:52 PM, EST & Hi, janedoe (meganeloi) ~
('ég]% TREASURY MANAGEMENT
FDIC rDiCInsured - Backed by the full faith and credit of the LS. Government DASHEOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN ~
> ACH File Activity i} ACH Payment Activity Recurring ACH Payments 3 =
=
=
S Type to filter Q
=
; STATUS
[}
E File Name € Size ¥ Source ¥ Processed Date ' Total Batches & Approved % Pending Approval % Rejected # Expired ¥ Total Debits $  Total Credits #  Actions
o
o
& NachaFiletxt 9608 Test User 08/04/2025 1 0 4] 0 0 £3.00 $3.00
Nacha Filetxt 960 B Test User 08/04/2025 1 0 0 0 0 $50.00 $50.00
$53.00 §53.00
Viewing 2 items

ACH Payment Activity

Use the ACH Payment Activity view to work with ACH payments.
TIP: The Transaction ID for a tax payment shows a T at the end. It shows a C at the end for child
support payments.

Editing an ACH Payment

Follow the steps outlined in this topic to edit selected ACH payments.
1. Goto Payments > ACH > ACH Payment Activity.
2. Select the Transaction ID.
3. Select Edit Payment.
You can only edit if the ACH payment has a status of:
e Approval Rejected
e Cancelled
e Failed
¢ Uninitiated
4. Edit the fields as necessary.
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% Message Center A.@ Notifications @ Cut-OFf Times Last Login: 09/02/2025, 12:02 PM, EST

C[?EELE)S ‘ TREASURY MANAGEMENT

FD'C FDIC-tnsured - Backed by the full faith and credit of the U.S. Government

& Hi, janedoe (meganeloi) ~

DASHBOARD ACCOUNTS - PAYMENTS ~ RECEIVABLES ~ REPORTING - ADMIN ~

> ACH Payment Activity o ACH File Activity Recurring ACH Payments Create New Payment & Download &= Print
&

=

5]

< Type to filter Q

=

=

@

g EXPIRED

&

= 1

I

2 S0.00DR  S0.01CR
=

=

©

bl

w

Transaction ID @ Batch Name # File Name & ACH Company Name % SEC Code # Initiated Date # Effective Date # Debit Amount # Credit Amount % Status @ Actions
AQ00010364072 | test 8.27.2025 oD 08/27/2025 50.00 $0.01 EXPIRED
$0.00 s0.0
Viewing 1 of 1 payment
Reject
CAPE & Message Center *@ Notifications © Cut-Off Times Last Login: 09/02/2025. 12:02 PM, EST & Hi. janedoe (meganeloi) +
3 TREASURY MANAGEMENT
LODS |

FDIC ric-insured - Backed by the full faith and credit of the U.S. Government DASHBOARD ACCOUNTS ~ PAYMENTS - RECEIVABLES ~ REPORTING ~ ADMIN ~

Payment Detail - AO00010364072 & Download » | B Print

test 8.27.2025 1 Recipient

~
Status: Expired Debit:  $0.00 Effective Date:  08/27/2025
ACH Company Mame: Credit  $0.01 Offset Account: Payroll
ACH Company ID: 1033326287 Audit §/27/2025 10:04:09 PM : Scheduler :
Modified
SEC Code: ee] 8/27/2025 11:36:10 AM :
o : Created

Entry Description: YA PREFUND

Discretionary Data:

Q Prenote Only (0) Hold Only (0)
Recipient Name 1D Number Account Number Account Type Routing Number Credit/Debit Amount Prenote Hold Addenda
test 882121080 Checking 211371078 CR $0.01 No No Addenda

Viewing 1 - 1 of 1 Recipients

Edit Payment Close

5. Select Review.
6. Select Confirm.

Approving or Rejecting an ACH Payment

Follow the steps outlined in this topic to approve or reject selected ACH payments.
1. Goto Payments > ACH > ACH Payment Activity.
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N

Select the check box beside the Transaction ID.
Select Approve or Reject.
The Comments For Status Change dialog box appears.

4. Enter acomment in the field, and then select Approve or Reject. A confirmation message
appears.

W

Canceling an ACH Payment Activity

1. Goto Payments > ACH > ACH Payment Activity.
2. Inthe Actions column, Select Cancel.
3. Enter Comments about the cancellation, and then select Cancel Payment.

0 = Message Center Lw Notifications © Cut-Off Times Last Login: 09/02/2025, 05:52 PM, EST & Hi, janedoe (meganelo)
(’é‘g’g TREASURY MANAGEMENT
FDIC 0IC-insured - Backed by the full faith and credit of the U.5. Government DASHBOARD  ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING *  ADMIN ~
> ACH Payment Activity o ACH File Activity Recurring ACH Payments Create New Payment & Download = Print
=
=
=
& Type to filter Q
=
5}
g INITIATED UNINITIATED
3
= 2 1
g $0.00 DR $3.04 CR S0.00DR §1.00CR
-
=
Lﬁ CANCELLED
2
§0.00DR $6.00 CR
-
Transaction ID % Batch Name % File Name & ACH Company Name % SEC Code ¥ Initiated Date ¥  Effective Date ¥  Debit Amount & Credit Amount ¥ Status ¥ Actions
ADODO10183703  Payroll BRE Demo PPD 08/04/2025 08/05/2025 5000 $1.00
A000009605793 Payroll BRE Demo PPD 07/31/2025 $0.00 $3.00
AD00009606184 Payroll BRE Demo PPD 07/31/2025 $0.00 $3.00
A000009606323 Commission brb.txt BRB Demo PPD 07/29/2025 07/31/2025 $0.00 $0.04 INITIATED ‘
AD00009606601 Payroll BRB Demo PPD 07/29/2025 07/31/2025 $0.00 $3.00 INITIATED ‘
$0.00 $10.04
Viewing 5 payments
v
E==0

Un-initiating an ACH Payment Activity

1. Goto Payments > ACH > ACH Payment Activity.

2. Select Uninitiate.

3. The Confirm Uninitiate dialog box appears.

4. Enter Comments, and then select Uninitiate Payment.

Recurring ACH Payments

Editing a Recurring ACH Payment

1. Goto Payments > ACH Payment Activity > Recurring ACH Payments.
2. Select the Transaction ID.
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CAPE % Message Center L‘D Notifications @ Cut-Off Times Last Login: 09/03/2025, 11:24 AM, EST & Hi, janedoe (meganeloi) ~
TREASURY MANAGEMENT
COD
FDIC roiC-insured - Backed by the full faith and credit of the LS. Government DASHBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN ~
——

> Recurring ACH Payments o ACH Payment Activity ACH File Activity Create New Payment &, Download & Print
i}
c
a
£ Type to filter Q
o
o
T
O
‘t‘; Transaction ID #  BatchName $  ACH Company Name $  SECCode ¥  Created Date ¥ Debit Amount ¥ Credit Amount 4 Frequency ®  Next Payment D: Status Actions
=
2 | A000010183975 Payroll Demo PPD 08/04/2025 £0.00 §1.00 Weekly 08/08/2025 SCHEDULED Cancel
L S
o«
5
E Viewing 1 of 1 item
w

W

4.
5,
6

Select Edit Payment.

PLEASE NOTE: You cannot edit a recurring ACH payment in Pending Approval status.
Edit the fields, as necessary.

Select Review.

Select Confirm.

Canceling a Recurring ACH Payment

1.
2.

3.

Go to Payments > ACH > Recurring ACH Payments.

Select Cancel beside the recurring ACH payment. The Confirm Cancel Payment dialog box
appears.

Enter Comments about the cancellation, and then select Cancel Payment.

ACH Templates

Creating an ACH Template

ISR

Go to Payments > ACH > ACH Templates.

Select Create New Template.

On the Create Template tab, choose Manual Entry or Upload Nacha File.
Browse for your file and click Upload if you chose Upload Nacha File.
Complete the fields if you chose Manual Entry.

Template Name
Enter the name of the template.

ACH Company Name
Either enter the name of the ACH company or select the Search icon, and then
choose Select beside the appropriate Company Name.

ACH Company ID
The identification number of the ACH company.

SEC Code
Select the code from the drop-down list that corresponds to the previous selection.
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Entry Description
Enter a description.

Discretionary Data

Enter any other necessary information.

6. Select Add Recipients.

7. Complete the recipient information fields.

8. Select Review.

9. Select Confirm.

PLEASE NOTE: The template may require approval before you can initiate it.
%4 Message Center LE Motifications @ Cut-Off Times Last Login: 09/02/2025, 01:42 PM, EST & Hi, janedoe (meganeloi) =

C&gES ‘ TREASURY MANACEMENT ’ ’ ' ’
FDIC Foic-insured - Backed by the full faith and credit of the U.S. Government DASHBOARD ACCOUNTS - PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN ~

Create ACH Template

1. Create Template 2. Manage Recipients 3. Review

® Manual Entry Upload Nacha File

Template Header Information

Template Name: *

ACH Company Narme: * Q
ACH Company ID:

SEC Code: ™ w
Entry Description: *
Discretionary Data:

Restrict Template

Add Recipi V' Cancel
pients

4. Confirmation

* Indicates Required Field

ACH Tax Templates

Creating an ACH Tax Template Manually

Follow the steps outlined in this topic to create ACH tax templates manually.
1. Go to Payments > ACH > ACH Tax Templates.

2. Select Create New Template.
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CAPE %4 Message Center L@ Motifications @ Cut-OFf Times Last Login: 09/02/2025, 01:43 PM, EST & Hi, janedoe (meganeloi) -
CUDS ‘ TREASURY MANAGEMENT
Fch FDIC-Insured - Backed by the full faith and credit of the U.S. Government DASHBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN -

ACH Tax Templates ACH Templates Create New Template & Download = Print

Total Tax Templates: 0

Type to filter Q
Total Amount: $0.00

Search ACH Tax Templates W

3. On the Create Template tab, select whether you are creating a Federal or State template.

CAPE = Message Center L@ Noftifications © Cut-OFf Times Last Login: 09/02/2025, 01:43 PM. EST & Hi, janedoe (meganeloi) -
3 TREASURY MANAGEMENT
LUDS |
FD'C FDIC-Insured - Backed by the full faith and credit of the U.S. Government DASHBOARD ACCOUNTS - PAYMENTS ~ RECEIVABLES - REPORTING ~ ADMIN ~
Create ACH Tax Template
1. Create Tax Template 2. Review 3. Confirmation
Create Tax Template * Indicates Required Field
® Federal State
Template Name: * ACH Company Name: * Q Recipient Name: *
Tax Code: © Q Arnount: 50.00 Recipient ID Mumber:
Tax Payer ID * Recipient Routing Number: * Q
Restrict Template Recipient Account Number: *
Recipient Account Type: * Checking hd

Complete the fields on the Create Tax Template tab.

Select the Restrict Template check box, if appropriate.

Select Review.

Review the information entered to ensure that it is accurate.

Select Confirm.

PLEASE NOTE: The template may require approval before you can initiate it.

®NO v A

ACH Recipients

The ACH Recipients page displays all saved recipients and offers the ability to select recipients to
create payments from.

Adding an ACH Recipient

1. Go to Payments > ACH > ACH Recipients.
2. Select Add Recipient.
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CAPE % Message Center L@ Notifications @ Cut-Off Times Last Login: 09/02/2025, 01:42 PM, EST & Hi, janedoe (meganeloi) ~
LUDS ‘ TREASURY MANAGEMENT
FDIC Foic-insured - Backed by the full faith and credit of the U.S. Government DASHBOARD ACCOUNTS - PAYMENTS - RECEIVABLES ~ REPORTING ~ ADMIN ~
> ACH Recipients  ACH Recipient Activity & Download - | & Print
g a
a Q
2
5 Enter Search Criteria
1S
E Find specific recipients by entering your search critenia in the filters, then click search.
v
Create Payment from Selected | | | | Import Recipients from File Add Recipient

3. Complete the fields in the Add Recipients panel.
4. Select Save.

PLEASE NOTE: If approvals are required, the Status of the recipient changes to Pending

Approval.
CAPE % Message Center 4.@ Motifications @ Cut-Off Times Last Login: 09/02/2025, 01:43 PM, EST & Hi, janedoe (meganeloi) =
CUDS ‘ TREASURY MANAGEMENT
FDIC Fricinsured - Backed by the full faith and credit of the U.S. Government DASHBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN
> ACH Recipients  ACH Recipient Activity & Download ~ | & Print
8
g
5 Q
2
.E Account Type
Iﬁ Recipient Mame * ID Number ¥ Account Number 3 £ Routing Number 3 CR/DR = Default Amount 3 Status &
v
Add Recipient
Recipient Name ID Number Account Number %::;:unt Routing Number Credit/Debit Default Amount Cancel
Q - $0.00 Addenda
Viewing 1 - 0 of 0 recipients
Create Payment from Selected | | | Import Recipients from File Add Recipient

Editing an ACH Recipient

Go to Payments > ACH > ACH Recipients.

Select Edit from the Actions menu for the recipient.
Modify the fields as desired.

Select Save.

PLEASE NOTE: If approvals are required, the Status of the recipient changes to Pending
Approval.

INNSENIES

Deleting an ACH Recipient

1. Go to Payments > ACH > ACH Recipients.
2. Select Delete from the Actions menu for the recipient.
3. The recipient will be removed from the list.
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ACH Recipient Import Layout

You can import recipient data from a file, such as Microsoft® Excel® or Notepad. Before importing
your file, define the Recipient Import Layout so the system can read the file data.

There are two Upload Format options available. If you select Delimited, indicate the order of the
fields in your file. If you select Fixed Position, indicate the starting and ending positions of the
fields in your file.

CAPE % Message Center LE MNotifications @ Cut-Off Times Last Login: 09/03/2025, 11:24 AM, EST & Hi, janedoe (meganeloi) ~

TREASURY MANAGEMENT

FDK FDIC-Insured - Backed by the full faith and credit of the U.S. Government DASHBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN -~

Import Layout

Upload Format: Delimited Fixed Position

Select the order of the fields in your file.

Delimiter: Comma
Name *
1D Number
Routing Number *
Account Number *
Amount *

Account Type * Use Transaction Code instead €@

Checking Equals: Savings Equals: Loan Equals: GL Equals:

Transaction Type *

Debit Equals: Credit Equals:

Determining the Import Layout

Follow the steps outlined in this topic to customize the layout of ACH recipient imports.
1. Go to Payments > ACH > ACH Recipient Import Layout.
2. Select a situation and follow the corresponding steps.
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Situation Steps
The upload format is 1. Select Delimited for the Upload Format field.
delimited. 2. Enter the field location in the text box available to

change the default positions for Name, ID Number,
Routing Number, Account Number, Amount, and
Transaction Code.
TIP: If your file does not use Transaction Code, delete the
number from that field to display the Account Type and
Transaction Type fields, and use those entries instead.

PLEASE NOTE: All field positions must be unique. If there is a
duplicate entry, the box appears in red with a warning under it.
The upload format is fixed Select Fixed Position for the Upload Format field.

position.

Enter a Begin and End field location in the text boxes available
to change the default positions for Name, ID Number, Routing
Number, Account Number, Amount, and Transaction Code.

Enter a Begin and End field location for Account Type and
Transaction Type, if the file does not contain transaction codes.
PLEASE NOTE: The End value must be greater than the Begin
value. If the values match, the End value appears in red with a
warning.

3. Complete the Account Type fields for Checking Equals and Savings Equals if the file does
not contain transaction codes.

4, Complete the Transaction Type fields for Debit Equals and Credit Equals if the file does not
contain transaction codes.

5. Select Save.

ACH Reversals

You can reverse full ACH payments or individual transactions, provided your ACH company is
allowed to originate both debits and credits.

You can create an ACH reversal only during a specific window. Reversals are allowed:
e Before cutoff on the first through fifth days after the business day effective date.
e After cutoff on the first through fourth days after the business day effective date.

Reversing an ACH Payment
Follow the steps outlined in this topic to reverse selected ACH payments.
1. Goto Payments > ACH > ACH Payment Activity.
2. Select a payment to reverse.
3. Select an option:
e Reverse Full Payment
e Reverse Transaction(s)
If you select Reverse Transaction(s), a Reverse check box appears next to each listed
transaction.
4. Select individual transactions to reverse, if necessary.
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Held and prenote transactions cannot be reversed. Use the Reversals Only check box above
the list of transactions to view only those transactions you have selected.

5. Select Create Reversal.
The Reverse ACH Payment screen appears.

6. Review your reversal selections, and then select Confirm.

Positive Pay

Within Payments > Positive Pay, you can create Positive Pay items, work with Positive Pay and
ACH exceptions, and work with Positive Pay upload formats.

Check Exceptions

Working with Check Exceptions

PLEASE NOTE: After the check exceptions cutoff time, all check exceptions are locked and no
further actions are allowed. Additionally, all check exceptions on this page remain until end-of-
day processing is complete. Then, these transactions move to history and you can view them on
the Check Exceptions - Decision Activity page.

1. Goto Payments > Positive Pay > Check Exceptions.

z o~ B Meaiage Cenler L.m Molifkatior T -0 Timees L Lisgine 09004 30005, 1217 PML 15T & Hi janedoe (meganelol) -
L":I‘} L:) | TREASURY MAMACEMENT
CoD
FDHC Fouc-inpured - Boched by the fudl foith ond crodit of the U5 Gevernment  DASHEQARD ACCOUNTS = PAYMENTS = RECEIVABLES ~ REPORTING = ADMIN =
> Check Exceptions Check Exceplions - Decsion Acthity ssiwed (tems Activity X —
"
g
:'::_ [ ma returm peason is sebected the default reason of Select & Reaton willl be applied ot cutoff,
-
i
ot
i
5 Dicsesny A
& [ '] p i Fa
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= a0 THE LA F
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i
« o ozans .
O sy | el el
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2. Change the Pay or Return options as needed for each exception item.
Or, you can select the column name for all exceptions to be marked the same way. For
example, if the Pay column is selected, all exceptions are marked as Pay.
PLEASE NOTE: If no return reason is selected, the default reason applies when saved.
3. Select Review.
4. Select Save.
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Submitting a Check Exception Correction Request

Users can submit requests for corrections in check exceptions when the feature is active for your
institution.
Go to Payments > Positive Pay > Check Exceptions.
Select the Details option for the necessary exception.
Select Request Correction.
Select the item to correct from the drop-down menu.
Enter the corrected value.
If there are additional corrections necessary for the same exception, select Add Another
Correction and complete the additional fields.
7. Enter any necessary Comment to Fl.
8. Upload any necessary Attachment.
9. Select Review.
Correction requests are secure messages and a copy of the request is available in your company's
Sent items within the Message Center.

QNG NENENIES

Check Exceptions - Decision Activity
This page details what decision was recorded for each exception item.

= & Message Center A8 osifications @ Cut-Off Times Last Login: 09/04/2025, 12:17 PM, EST & Hi, janedoe (meganeloi) ~
LC%’]:E)S TREASURY MANAGEMENT
FDIC #0ICInsured - Backed by the full faith and credit of the U.S. Government DASHBOARD  ACCOUNTS ~  PAYMENTS ~  RECEIVABLES ~  REPORTING =~  ADMIN ~
> Check Exceptions - Decision Activity =~ Check Exceptions Issued Items Activity &, Download & Print
)
2
< Q
c
o
L1
§  Decision ¥ Return Reason ¥ Account ¥ Check Number # Paid Amount # Issued Amount # Posted Date ¥ Issued Date Issued Payee Exception Reason % QOpen All
o
2  Pay 19842024 0 $65.00 $0.00 07/23/2025 Duplicate item Jeta
o
o ' . e ;
& | Pay 19842024 (1] $7.50 $0.00 07/23/2025 Duplicate item Jeta
&
_; Pay 19842024 o $27.25 $0.00 07/23/2025 Duplicate item
e
[v]
£  Pay 19842024 0 $75.00 $0.00 07/23/2025 Duplicate item
T
&
Pay 19842024 0 $15.00 $0.00 07/23/2025 Duplicate item
Pay 19842024 0 $0.10 $0.00 07/23/2025 Duplicate item Detail:
Pay 19842024 [} $1.00 $0.00 07/23/2025 Duplicate item
Pay 19842024 (1} $65.00 $0.00 07/24/2025 Duplicate item Deta
Pay 19842024 [ $75.00 $0.00 07/24/2025 Duplicate item details
Pay 19842024 [} $0.50 $0.00 07/23/2025 Duplicate item
Viewing 110 10 of 123 items n 2 3 4 5 Next Last |10 v

ACH Exceptions

Working with ACH Exceptions
1. Goto Payments > Positive Pay > ACH Exceptions.
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Viewing 11010 of 68 items

TREASURY MANAGEMENT

ACH Exceptions - Decision Activity

Q

Account

Expense 2020

Expense 2020

Expense 2020

Expense 2020

Expense 2020

Expense 2020

Expense 2020

Expense 2020

Expense 2020

Expense 2020

FDIC FDicInsured - Bucked by the full faith and credit of the U.S. Government

ACH Company #

SMAC INC

SMAC INC

SMAC INC

SMAC INC

SMAC INC

SMAC INC

SMAC INC

SMAC INC

SMAC INC

SMAC INC

ACH Exceptions - Filter Rules

Amount & Posted Date #
$250.00 05/05/2025
$250.00 05/05/2025
$250.00 05/05/2025
$250.00 05/05/2025
$250.00 05/05/2025
$250.00 05/05/2025
$250.00 05/05/2025
$200.00 05/05/2025
$150.00 05/05/2025
$150.00 05/05/2025

= Message Center

Type &

ACH Debit

ACH Debit

ACH Debit

ACH Debit

ACH Debit

ACH Debit

ACH Debit

ACH Debit

ACH Debit

ACH Debit

DASHBOARD

SEC Code

PPD

PPD

PPD

PPD

L® Notifications

@ Cut-Off Times Last Login: 09/04/2025, 12:17 PM, EST

ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~

Description &
ACH BATCH SMAC INC PPD 19841984 999988961000001 19841984
ACH BATCH SMAC INC PPD 19841984 999988961000001 19841984
ACH BATCH SMAC INC PPD 19841984 999988961000001 19841984
ACH BATCH SMAC INC PPD 19841984 999988961000001 19841984
ACH BATCH SMAC INC PPD 19841984 999988961000001 19841984
ACH BATCH SMAC INC PPD 19841984 999988961000001 19841984
ACH BATCH SMAC INC PPD 19841984 999988961000001 19841984
ACH BATCH SMAC INC PPD 19841984 999988961000003 19841984
ACH BATCH SMAC INC PPD 19841984 999988961000004 19841984

ACH BATCH SMAC INC PPD 19841984 999988961000004 19841984

B - - -

& Hi, janedoe (meganeloi) ~

REPORTING ~ ADMIN ~

&, Download

& Print

Create Filter Rule
Create Filter Rule
Create Filter Rule
Create Filter Rule
Create Filter Rule
Create Filter Rule
Create Filter Rule
Create Filter Rule
Create Filter Rule

Create Filter Rule

Next Last |10 v

2. Change the Pay or Return options, as needed for each exception item.
Or, you can select the column name for all exceptions to be marked the same way. (For

example, if the Pay column is selected, all exceptions are marked as Pay.)

3. Select Review to ensure that the changes from the Prior Decision to New Decision are
accurate.

4. Select Save.

ACH Exceptions — Decision Activity

This screen includes ACH Exception items that have been paid, returned, and not decisioned prior
to the 10:30 AM EST cutoff time.

CAPE 2 Message Center .Lg Motifications @ Cut-Off Times Last Login: 09/17/2025, 01:05 PM, EST & Hi, janedoe (meganeloi) ~
COD TREASURY MANAGEMENT
FDK FDIC-Insured - Backed by the full faith and credit of the U.S. Government DASHBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN ~

v

ACH Exceptions - Decision ACtiVity o ACH Exceptions ACH Exceptions - Filter Rules & Download ~ | & Print

=

=

>

5 Q

<

c

o

0 ACH SEC

E Dedsion Decision Account Company Amount Posted Date Code

a Decision = Date - By = 5 = = = Type = =] Description =

vi

c NO ACH ¥A PREFUND CCD
P Il $1.00 09/02/2025 . CCD Create Filter Rul

=  DECISION ayre /027, Withdrawal OFFSET reate rifter Rule

g

a e o ortcer -
P Il £1.00 09/05/2025 . Ccco Create Filter Rul

T | DECISION e 105/ Withdrawal OFFSET reate Fifter Rule

g

< o .

= Viewing 1 - 2 of 2 exceptions

=

)

3
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Create Issued Items

Follow the steps outlined in this topic to create issued checks for selected accounts.
1. Go to Payments > Positive Pay > Create Issued Items
2. Onthe Manage Issued Items tab, select Manual Entry.

i Message Center P — @ Cut-OFf Times Last Login: 03/02/2025, 01:43 PM, EST & Hi, janedoe (meganeloi) -

CLA(?SS | TREASURY MANAGEMENT

FDIC roiCinsured - Backed by the full faith and credit of the .S, Government DASHBOARD  ACCOUNTS ~  PAYMENTS -~  RECEIVABLES ~  REPORTING ~  ADMIN ~

Create Issued Items

1. Manage Issued ltems 2. Review 3. Confirmation
Aanual Entry Upload File
Total Checks: 0
Type to filter Q Total Amount: $0.00
Increment Check Numbers _ i ]

Type Account Number (Type) Check Number Date Issued Check Amount Payee < Add Row
- Select Account Q Select 3 date - 3000 =

Viewing 1 of 1item

m Undo Changes Cancel

Select Check or Void from the Type drop-down box.

Enter the Account Number or select the Search icon to choose from a list of accounts.
Enter the Check Number, Date Issued, Check Amount and Payee Name.

Select + Add Row and complete the item details if necessary.

Select Review.

Review the information entered to ensure that it is accurate.

Select Confirm.

© N U AW

Uploading Issued Items

Use the Create Issued Items option to upload issued items. Please see the Check Upload Formats
section for instructions on how to create an upload format.

1. Goto Payments > Positive Pay > Create Issued ltems

2. Select Upload File.

3. Select the format of the file that you are uploading from the Saved Format drop-down list.

4. Enter the account number for the Account field. If you've included the account in your
upload file format, this field will be greyed out.

5. Choose Select A File, browse to and select the file to upload, and then select Open.

6. Select Upload.

7. Review the information entered to ensure that it is accurate.
Select + Add Row to add an issued item. You can also select the delete icon to remove an
issued item.
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Create Issued Items

1. Upload Issued Items File 2. Manage Issued Items Review 4. Confirmation

Type to filte Q

Increment Check Numbers _ 1]

Type & Account Number (Type} % Check Number & Date Issued & Check Amount # Payee &
Check < - 1251 Specific Date $250.00
Check - X 1252 Spacific Date 05/25/2022 $301.00
Check - ) 1253 Spacific Date 05/26/2022 ~ $874.00
Check - ] 1254 Spacific Date 05/27/2022 = $674.00
Check - 1255 Spacific Date 05/28/2022 - $10.00
Check - 1256 Specific Date 05/29/2022 - $2308
Check - ) 1257 Specific Date 05/30/2022 * $870.90
Check - 1258 Specific Date 05/31/2022 = $228.47

Viewing 8 items

[ v R Cancel

- = Message Center L@ Notifications @ Cut-Off Times Last Login: 09/10/2025, 01:08 PM, EST & Hi, janedoe (meganeloi) ~
("éqc‘)F]%S TREASURY MANAGEMENT
FDK FDIC-Insured - Backed by the full foith and credit of the U.S. Government DASHBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN ~

Total Checks: &
Total Amount: §3 24835

= Add Row

i}

8. Select Review.
9. Select Confirm.

Issued Items Activity
This page details the check items that were manually added or uploaded via file.
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- % Message Center L@ Notifications @ Cut-Off Times
Lé‘}%’]%’ TREASURY MANAGEMENT
FDIC roic-insured - Backed by the full faith and credit of the LS. Government DASHBOARD  ACCOUNTS ~ PAYMENTS ~

Create Issued Items

. Manage Issued Items 3. Review 4. Confirmation

ems File 2

@ Success

Successfully processed 8 Positive Pay items.

Ty r Q
Type % Account Number (Type) ® Check Number % Date Issued ® Check Amount %
Check 1999997 (Checking) 1251 05/24/2022 $250.00
Check 1999997 (Checking) 1252 05/25/2022 $301,00

Last Login: 09/10/2025, 01:08 PM, EST

& Hi, janedoe (meganeloi) ~

RECEIVABLES ~ REPORTING - ADMIN ~

Total Checks: &
Total Amount: §3.248.35

Payee ¥ Status ¥
Submitted

Submitted

Check Upload Formats

Creating a Check Upload Format

1. Go to Payments > Positive Pay > Check Upload Formats.
2. Select Create New Format.

% Message Center L@ Notifications @ Cut-Off Times

Last Login: 09/02/2025, 01:43 PM, EST

& Hi, janedoe (meganeloi) -

C&gES ‘ TREASURY MANAGEMENT
FDIC Foic-insured - Backed by the full faith and credit of the U.S. Government DASHEOARD ACCOUNTS - PAYMENTS ~ RECEIVABLES ~ REPORTING - ADMIN -
Issued Items Upload Formats Create New Format 8P
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CAPE p— %4 Message Center L@ Motifications @ Cut-OFf Times Last Login: 09/02/2025, 01:43 PM, EST & Hi, janedoe (meganeloi) -
CUDD | TREASURY MANAGEMENT
FD'C FDIC-insured - Backed by the full faith and credit of the U.S. Government DASHBOARD ACCOUNTS - PAYMENTS ~ RECEIVABLES ~ REPORTING - ADMIN -

Issued Items Template Formatting Tool

Upload Format Delimited Fixed Position

Format Name *

Delimited & Column Order
Exclude Header Rows Exclude Footer Rows Issued Date *
0 o 0 o ltem Amount *
Itern Number *
Item Amount Account
= . ~ ~ . . MNumber
®  Decimal Included ' Whole Dollar (798 = 798.00) / Implied Decimal (798 = 7.98)
Account Type
Issued Date Format Payee
mm/ddfyyyy ¥ Checking Indicator Savings Indicator Void Indicator Void Date
Void Date Format ioid Indicater
h

ﬂ Can:e

Text qualifier is identified by a single quotes (') and field delimiter is identified by a comma (, ).

CR- RS NUIN

1.

Select Delimited or Fixed Position for the Upload Format.

If Fixed Position is selected, the values entered in the following steps must be greater than
0, the values entered cannot match, and the ending value must be greater than the
beginning value.

Enter a Format Name.

Enter the number of header and footer rows to exclude.

Select Decimal Included, Whole Dollar, or Implied Decimal from the Item Amount options.
Select an Issued Date Format from the drop-down list.

Select a Void Date Format from the drop-down list.

Enter the Checking Indicator, Savings Indicator, and the Void Indicator. These fields are
case sensitive.

. Complete the remaining fields, determined by whether you selected Delimited or Fixed

Position:

e Column Order (Delimited)
e Positioning (Fixed Position)
Select Save.

Editing the Positive Pay Upload Format

1. Go to Payments > Positive Pay > Check Upload Formats.
2. Select the Template Name link of the format to modify.
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CAPE % Message Center *@ Notifications @ Cut-Off Times Last Login: 09/04/2025, 01:18 PM, EST & Hi, janedoe (meganeloi)

TREASURY MANAGEMENT

FD'C FDIC-Insured - Backed by the full faith and credit of the U.5. Government DASHBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN -

Issued Items Upload Formats Create New Format & print
Upload Formats Type Created Date Created By Actions
Upload Delimited i
1 Records

3. Select Delimited or Fixed Position for the Upload Format.
e Ifyou select Delimited, indicate the order of the columns in your file.
e Ifyou select Fixed Position, indicate the starting and ending positions of the columns in

your file.

PLEASE NOTE: If Fixed Position is selected, the values entered must be greater than O, the
values entered cannot match, and the ending value must be greater than the beginning
value.

4. Change the available fields, as needed.

5. Select Save.

Stop Payment

Within Payments > Stop Payment, you can view and create stop payments.
PLEASE NOTE: There may be a charge assessed with processing a stop payment. Review your fee
schedule for details.

Create Stop Payments

Follow the steps outlined in this topic to create stop payments.
1. Go to Payments > Stop Payment > Create Stop Payments.

CAPE = Message Center A2 yotitications @ Cut-OFf Times Last Login: 09/02/2025, 01:43 PM, EST & Hi. janedos (meganelai) -
CUDS | TREASURY MANAGEMENT
FDIC Foicinsured - Backed by the full faith and credit of the U.S. Government DASHBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN -

Create Stop Payment

1. Create Stop Payment 2. Review 3. Confirm

Add New Stop Payment * Indicotes Required Field
Account: * Q

Check Number:* @  Single Check O Range of Checks

Check Date: © Select A Date -

Check Amount: $0.00 usD

Payee:

Remarks: @ +

m Feset Caneel
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W

6.
7.

Enter the account number, or select the search icon to find the account number.

Select Single Check or Range of Checks, and then enter the check information in the text
boxes available.

Enter the Payee, if applicable.

Enter Remarks about the stop payment. There can be up to four remarks made per stop
payment.

Select Review.

Select Confirm.

Stop Payment Activity

Use Stop Payment Activity to search active stop requests, filter the stop payments, view the
details about stop payments, and approve, reject, or cancel stop payments.
All stop payments are listed in order of check date, with pending approvals shown at the top.

Bill Pay

Business Bill Pay

Enroll in Business Bill Pay

To enroll in Business Bill Pay, you must first choose answers to the challenge questions presented
on the first screen. If you need help, call 508-247-1699.

CAPE = Message Center La Notifications @ Cut-Off Times Last Login: 09/10/2025, 03:09 PM, EST & Hi, janedoe (meganeloi)

TREASURY MANAGEMENT

FDK FDIC-Insured - Backed by the full faith and credit of the U.S. Government DASHBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN ~
'y

Before you get started... Need help?

Complete challenge prompts ®, B888-225-4636
Business Bill Pay requires the following challenge questions and answers:
Challenge question

select phrase v

Challenge question

select phrase ~

Challenge question

select phrase v

Challenge question

select phrase v
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Then create a Security Key containing a combination of letters and numbers that will be shown
briefly with each login.

Provide security key

The Security Key is a code you create, not a passwaord. It signifies your authentic bill

pay site. The Security Key will display briefly with each login. Enter your combination
of letters and numbers to display.

Security key

Security key

Confirm security key

Confirm security key

Read the disclosure and click the I accept toggle if you accept the terms. You may print the
disclosure if desired. Then click Submit.

Accept disclosure change

& Print

the instructions set forth in the Bill Payment Service. Although we will make A
every effort to accommodate your request to change or cancel a Payment, we

will have no liability for failing to do so if we have not received your request in

a timely manner.

If there are any circumstances under which we cannot make a Payment
because your Bill Payment Account does not have sufficient available funds,
the Payment may not be made. Unless required by law, in the event a
Payment is not completed, we will not provide you with a return notice. We will
not be liable to you or any third party if a Payment is not made under these
circumstances. You are solely responsible for making alternate arrangements
for any such Payment.

[Revision Date: April 10, 2015]

4 D

| accept
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Add a Payee

Click the Payees menu option and choose Add a Company or Add an Individual. For this
example we will Add a Company.

= Message Center L@ Notifications © Cut-0ff Times Last Login: 09/10/2025, 05:12 PM, EST & Hi, janedoe (meganeloi) ~

CAPE
COD

TREASURY MANAGEMENT

FDIC FDIC-Insured - Backed by the full faith and credit of the ULS. Government  DASHBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN ~

- LLIEN Payments~ Payees~ Payroll Calendar Options~ FAQ

e — Welcome: Jane Doe Last ogin® 5:36 PM ET 910/2025
Add a Company
&Profile~ % &% Messages (0)
Add an Individual
Import Payees
A Reminc Manage Payees Shortcuts e Payments = Payroll
Manage Categories
@ Take shoricut R Make payment @ View
Scheduled to process in the next 30 days v Processed within the last 30 days v
| All transactions UAIEUEE eIl | All transactions UAIEUEETEIE
© No transactions are scheduled. @ No transactions were processed.

Enter the information found on the most recent bill. Click Next.

Add a company

Send the money by

Entering inf ion on my billing

@ Important information

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

Payee name *
Payee name
Account number *
Account number
No account number ?
Confirm account number *

Confirm account number

Phone number * Payee ZIP code *

l:XXXI U000 0000000

Account holder name *
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Fill in the required additional information and click Submit payee.

Payee name *

test payee

Payee nickname *

Payee nickname

Account number

1234

Phone number

(555) 555-5555

Address *

555 Street address

Apartment number, Unit number, Condo number

City * State Payee ZIP code
City name Alabama b 12345-1234

Account holder name

Payee category Default pay from account

Mo Category v Primary Checking w

Back Submit payee

This screen shows if adding a payee was successful.

Company details - Successful

+" Payee added
You have successfully added test payee to your list of payees. You may now make payments fo this payee.

test payee View details

Add another payee Schedule payment
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Make a Payment

To make a payment, go to the Payments menu and choose One-time Payment or Recurring
Payment. For this example we will make a One-time Payment.

% Message Center L@ Notifications @ Cut-Off Times Last Login: 09/10/2025, 05:12 PM, EST

CAPE
COD

& Hi, janedoe (meganeloi) -
TREASURY MANAGEMENT

FDK FDIC-Insured - Bocked by the full faith and credit of the U.5. Government  DASHBOARD ACCOUNTS ~ PAYMENTS = RECEIVABLES ~

- GELIEE Payments > Payees~ Payroll Calendar Options~ FAQ

. Welcome: Jane Doe Last login: 5:36 PM ET 9M10/2025
One-time Payment

REPORTING ~ ADMIN ~

& Profile~ W &= Messages (0)
Recurring Payment

Scheduled Payments

A Payment History 0 Shortcuts (e Payments = Payroll

Tax Payment
© Take shortcut K Make payment @ View

Scheduled to process in the next 30 days v Processed within the last 30 days v

‘ All transactions URLE] ST ‘ All transactions RURE]EEE T

O No transactions are scheduled. © No transactions were processed.

Select the Plus sign + to add your payee or click Filter to narrow down your choices. You may also
add a payee from this screen. The number of payees you have chosen will appear in parentheses
at the bottom of your screen. Click Pay to pay.

% Message Center .@3 Notifications @ Cut-Off Times Last Login: 09/10/2025, 05:12 PM, EST

CAPE
COD

& Hi, janedoe (meganeloi) -
TREASURY MANAGEMENT

FDK FDIC-Insured - Bocked by the full faith and credit of the U.5. Government  DASHBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~

ZEVLENIERG Payees~ Payroll Calendar Opfions~ FAQ

Welcome: Jane Doe Last login: 5:36 PM ET 9/10/2025

ADMIN ~

&Frofile~ W &% Messages (0)

One-time payment
Shortcut Search payees... n

Y Filter

test payee 23 -
View selected (1) Pay (1)

Deselect all Select all
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Select the account to pay from, enter the Amount, and the date you want the payment to
process. Click Review.

- % Message Center L@ Notifications @ Cut-Off Times Last Login: 09/10/2025, 05:12 PM, EST & Hi, janedoe (meganeloi) ~
(’C%)]:‘E):S TREASURY MANAGEMENT
FDK FDIC-Insured - Bocked by the full faith and credit of the U.5. Government  DASHBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN ~
&
EEVINCLIERS Payees ~  Payroll Calendar Options~  FAQ
Welcome: Jane Doe Last login: 5:36 PM ET 9/10/2025
&Profle~ ® &% Messages(0)
Payment summary
Our goal is to deliver your payment securely and quickly.
g ¥ pay Yy q Y.
Some payments will process using a single-use, pre-paid card, which means you will not recognize card numbers within
payment confirmation communications you receive.
Payee From account Amount* Process™
test payee Primary Checking v 5 9/11/2025 & I Remove
[ Check | _
234 Est arrival: 9/16/2025
Last paid: Nf&A
Amount paid: N/A B Invoice/Comment
B Memo
{ Back m Pay all
By clicking Pay all, you authorize us to debit the indicated account for the amount of each payment.
If all is correct, click Pay all.
CAPE % Message Center L@ Notifications @ Cut-Off Times Last Login: 09/10/2025, 05:12 PM, EST & Hi, janedoe (meganeloi) ~
COD TREASURY MAMAGEMENT

FDK FDIC-Insured - Bocked by the full faith and credit of the U.5. Government  DASHBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN ~

GEVIUEHICRG Payees~ Payroll Calendar Opfions > FAQ

Welcome: Jane Doe Last login: 5:36 PM ET 9M10/2025

S Profle~ s 3% Messages (0)

Payment summary

Payee Amount Process Additional items
test payee $1.00 9/15/2025 From account Primary Checking @ Remove
[ Check] Est arrival 9/18/2025

Delivery Standard

Invoice/Comment MNone

Memo None

< Back Pay all

By clicking Pay all, you authorize us to debit the indicated account for the amount of each payment.
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Receivables

Remote Deposit Capture
Click Launch to open the Remote Deposit Capture site.

- 2 Message Center L@ Motifications @ Cut-Off Times Last Login: 09/10/2025, 03:09 PM, EST & Hi, janedoe (meganeloi) -
CAPE
COD

TREASURY MANAGEMENT

FDIC FDIC-Insured - Backed by the full faith and credit of the U.S. Government DASHBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN ~

Remote Deposit Capture

Please select Launch to be directed to Remote Deposit Capture,

Reporting

Use this feature to run, delete, print, and download various types of reports.
Current Day Balance
Current Day Transaction
Date Range Balance
Date Range Transaction
EDI
Prior Day Balance
e Prior Day Transaction
To add a report to the Favorite Reports view, select Favorite within the report name box. To
remove the report from the Favorite Reports view, select Favorite again and the report is
removed.

Electronic Documents
Electronic Documents allow you to view and manage statements and other documents.

Account Reconciliation

Account Reconciliation Reporting allows users with the appropriate entitlements to request
reports by account and by activity period including specific date, date range, previous week,
previous month, previous year, week-to-date, month-to-date, and year-to-date.

Creating a Report

1. Go to Reporting> Account Reconciliation.
2. Select Create New Report.
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CAPE 2 Message Center .Lm Motifications @ Cut-Off Times Last Login: 09/02/2025, 01:43 PM, EST & Hi, janedoe (meganeloi) ~

TREASURY MANAGEMENT

FDK FDIC-Insured - Backed by the full faith and credit of the U.S. Government DASHBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN ~

Report Templates | Report Library

Type to filter Q

Search Report Templates W

3. Complete the required fields and click Review.

CAPE 2 Message Center Lﬁ Motifications @ Cut-Off Times Last Login: 09/02/2025, 01:43 PM, EST & Hi, janedoe (meganeloi)

TREASURY MANAGEMENT

FDK FDIC-Insured - Backed by the full faith and credit of the U.S. Government DASHBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN ~

1. Create Report 2. Review 3. Confirm

Report Type * Select Report Type -

Account Reconciliation Report Glossary

w
@

[1*]
[x]
4

Report Mame *

Accounts * -

Activity Period * v

4. Select Save and Run. The report will appear in your library.

Information Reporting
1. Go to Reporting > Information Reporting.
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CAPE = Message Center Lm Notifications @ Cut-Off Times Last Login: 09/02/2025, 01:43 PM, EST & Hi, janedoe (meganeloi) ~
COD TREASURY MANAGEMENT
FDIC roiC-insured - Backed by the full faith and eredit of the U.S. Government DASHBOARD  ACCOUNTS ~ PAYMENTS - RECEIVABLES ~ REPORTING - ADMIN ~
Information Reporting
Q All Reports | Favorite Reports |~ Custom Reports | Standard Reports
P p P P
Current Day Balance Prior Day Balance Current Day Transaction Prior Day Transaction

STANDARD STANDARD STANDARD STANDARD

[Z1Run Report | v Favorite [Z1Run Report | 1¥ Favorite [2)Run Report | ¥¥ Favorite [21Run Report | 1 Favorite

Date Range Balance Date Range Transaction EDI

STANDARD STANDARD STANDARD

[Z1Run Report | ¥ Favorite [Z1Run Report | 17 Favorite [21Run Report | ¥¥ Favorite

2.
3.
4

o u

Select Run Report of the report to generate.

Expand the Run Reports search panel.

Select either Date Range, Specific Date, or # of Prior Days from the Date drop-down list,
and then enter the dates using the calendar icon.

This field is only available for certain reports. For date-specific reports (e.g., Current Day
Balance, Prior Day Balance, Current Day Transaction, and Prior Day Transaction), the Date
field defaults to the correct selection and you cannot change it.

Select Checking or Loan from the Account Type drop-down list.

Select one or multiple account numbers, or choose Select All from the Account drop- down
list.

Determine how you want the report sorted from the Sort By drop-down list.

Select Ascending or Descending.

Select an option from the Payment ID drop-down list, if necessary.

. Select an option from the Amount drop-down list, if necessary.

Select an option from the Payment Type drop-down list, if necessary.

. Select Inbound, Outbound, or Both from the Transaction Type drop-down list, if necessary.
. Select Debit, Credit, or Both, if necessary.
. Select Run Report.
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Admin

User List

CAPE
COD

2% Message Center Lﬁ Motifications @ Cut-Off Times Last Login: 09/02/2025, 01:43 PM, EST & Hi, janedoe (meganeloi) ~
TREASURY MANAGEMENT

FDIC FDIC-Insured - Backed by the full foith and credit of the U.5. Government DASHBOARD ACCOUNTS ~ PAYMENTS ~ RECEIVABLES ~ REPORTING ~ ADMIN -~

User List Create New User

™
Enroliment

TM User ID Digital 1D User Name Status TM Status

Admin, Super User Actions -

Enrollment Status options are as follows:

New - The user has been created but not yet submitted for approval.

Pending Approval - The user was created and submitted for approval but is not yet
approved.

FI Pending Approval - The user was created and submitted for approval but a bank user
has not yet approved them.

Enrolled - This user can log on to the application and conduct business if the Active /
Inactive toggle is set to Active.

Not Enrolled - The user was created, but the entitlement process may not be complete, or
the creator is not yet ready to allow this new user to log on. This user could be a new user
that has not yet started their position.

Active - The user was created, approved, enrolled, and set to Active. This user can log on
and conduct any business they are entitled to do.

Inactive - The user may be created, approved, and enrolled, but Inactive status prohibits
the user from logging on.

Edited - The user's account access or entitlements were modified but not submitted.
Super Users - Super users have access to all accounts and product feature permissions
enabled for the company, including accounts and product features enabled in the future.
Admin - Admins can add, edit, delete, and approve company users.

Actions Drop-Down Menu
The following options are available from the Actions drop-down menu on the Account Lists page:

View User — Review the user's permissions, limits, and profile information.

Send Reset Password Link - Email the user a link to complete a password reset

Edit User — Manage a user's permissions, limits, and delete if necessary.

Copy User - You can copy an existing user to make a new user with the same access,
entitlements, and limits.
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Viewing User Information

1. Goto Admin > User List.
2. Select View User from the Actions drop-down list beside the appropriate user.
3. Scroll through the User Information, Account Access, and Entitlements options to view
specific information.
Select Show Unsubmitted Edits to view any changes that have been made but not yet saved.
You can Submit those changes or Discard All Edits, if appropriate. You may also select Edit to
modify the user information as needed.

Resetting Passwords

Go to Admin > User List.

Select Reset Password from the Actions drop-down list beside the appropriate user.
Select Auto Generate Password or Manually Set Password.

Enter a Temporary Password if Manually Set Password is selected.

Select Send Password.

OISR

Copying a User

1. Goto Admin > User List.

2. Select Copy User from the Actions drop-down list beside the appropriate user.
3. Complete the following fields for the new user.

4. Select whether the new user is a Super User, Admin, or both.

Super User
A super user has access to all accounts and product feature permissions that are

enabled for the company. This access includes accounts and product features
enabled in the future.

Admin
An admin can add, edit, delete, and approve company users.

PLEASE NOTE: By default, the new user has the same permissions as the copy-from
user.

5. Select Save Changes.
6. On the following fields, adjust the new user's access as needed:
e Account Access
IP Access
Time Access
Entitlements
User Limits
PLEASE NOTE: By default, the new user has the same access and entitlements as
the copy-from user.
7. Select Submit for Enrollment.

Editing User Information

Follow the steps outlined in this topic to edit information for selected users.
1. Goto Admin > User List.

2. Select Edit User from the Actions drop-down list beside the appropriate user.
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NN

6.

On the User Information tab, change the fields as needed, and then select Save Changes.
Page through to edit a user's account access, time access, |IP restriction, entitlements, and
limits.

PLEASE NOTE: Select Save on each page before moving on.

Select Save to process the changes.

PLEASE NOTE: Depending on your institution's settings, changes may require approval
from the institution or another admin.

Ensure that you have saved all changes throughout this page, and select Back to User List.

Approving or Rejecting a User

You can approve or reject pending users from the User List. This step may be required depending
on your financial institution's settings.

OISR

Go to Admin > User List.

Select Approve/Reject from the Actions drop-down list beside the appropriate user.
Select whether to Approve or Reject the user. A comment window appears.

Enter any necessary comments.

Select Save.

Create a User

Use Create New User to create a user and set their permissions. Required fields are marked with a
red asterisk in Treasury Management.

1.
2.
3.

Go to Admin > Create a User.
Complete the fields.
Select whether the new user is a Super User, Admin, or both.

Super User

A super user has access to all accounts and product feature permissions that are
enabled for the company. This access includes accounts and product features
enabled in the future.

Admin
An admin can add, edit, delete, and approve company users.

Select Save Changes.

Continue to enter information by navigating the tabs in the sidebar.

Page through to edit the user's account access, time access, IP restriction, entitlements,
and limits.

TIP: Select Toggle Row to select all the check boxes that appear in that row. If the user
must have access to all items listed in a certain column, select the check box immediately
beneath the column name.

On the User Limits tabs, enter the Product Daily Limit, Daily Initiation Limit/Total Daily
Limit, and Approval Limit, and then select Save Changes.

After completing all tabs, select Submit for Enroliment.
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Entitlement Field Definitions
Reference the following field definitions when working with entitlements.

Product Daily Limit
The product daily limit.

Daily Initiation Limit
The daily limit on initiations.

Approval Limit
The approval limit.

Transaction Limit
The transaction limit.

Daily Limit
The daily limit.

Restricted Batch
Select Restricted Batch, if appropriate. If enabled, the user can restrict batch payments and
batch approvals from the view of other users.

Create ACH Template
If selected, the user can create an ACH template.

Full EJit ACH Template
If selected, the user can edit information within a template.

Partial Edit ACH Template
If selected, the user can only edit amounts, prenote and hold selections, and addenda
information.

Delete ACH Template
If selected, the user can delete an ACH template.

Approve ACH Template
If selected, the user can approve the creation of a template.

Create ACH Payment
If selected, the user can create and initiate a one-time, future-dated, or recurring ACH
payment.

Full Edit ACH Payment
If selected, the user can edit scheduled and recurring payments.

Delete ACH Payment
If selected, the user can cancel or uninitiate a payment.
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Approve ACH Payment
If selected, the user can approve an ACH payment.

Partial Edit ACH Payment
If selected, the user can only edit amounts, prenote and hold selections, and addenda
information.

File Upload Edit

If selected, the user can clear a batch within a multi-batch ACH upload file during the
initiation process.

Upload/Create ARP Files

If selected, users can import an issued items file in fixed position or delimited file layout.

Download ARP Files
If selected, users can export their exceptions into CSV or PDF format.

Work ARP Exceptions
If selected, users can choose to pay or return check exceptions.

Work ACH Exceptions
If selected, users can choose to pay or return ACH exceptions.

CDR Balance
The user can work with the CDR Balance.

PDR Balance
The user can manage the PDR balance.

Date Range Balance
The user can work with the date range balance.

CDR Transaction
The user can work with CDR transactions.

PDR Transaction
The user can work with PDR transactions.

Date Range Transaction
The user can work with date range transactions.

EDI Report
EDI Reporting requires an additional contract.

Create Internal Transfer/Loan Payment
The user can create internal transfers/loan payments.

Edit Internal Transfer/Loan Payment
The user can edit internal transfers/loan payments.
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Delete Internal Transfer/Loan Payment
If selected, users can cancel or cancel series.

Approve Transfer/Loan Payment
The user can approve transfers/loan payments.

Add Stop Payment
The user can add stop payments.

Approve Stop Payment
The user can approve stop payments.

Cancel Stop Payment
The user can cancel stop payments.

Create Creditor
The user can create creditors.

Edit Creditor
The user can edit creditors.

Approve Creditor
The user can approve creditors.

Delete Creditor
The user can delete creditors.

Create Domestic Wire Payment
The user can create domestic wire payments.

Edit Domestic Wire Payment
The user can edit domestic wire payments.

Delete Domestic Wire Payment
The user can delete domestic wire payments.

Approve Domestic Wire Payment
The user can approve domestic wire payments.

Create Internal Template
The user can create templates.

Edit Internal Template
The user can edit templates.

Approve Internal Template
The user can approve templates.
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Delete Internal Template
The user can delete templates.

Create DLI Wire Payment
The user can create DLI wire payments.

Approve DLI Wire Payment
The user can approve DLI wire payments.

Electronic Documents
The user can work with electronic documents.

Bill Pay
The user can work with bill pay.

Account Nicknames

1. Goto Admin > Account Nicknames.
2. Select a situation and follow the corresponding steps.

~ % Message Center LQ Motifications @ Cut-Off Times Last Login: 09/08/2025, 12:58 PM, EST & Hi, janedoe (meganeloi) ~
Lég]% TREASURY MANAGEMENT
FD-K FDIC-Insured - Backed by the full faith and credit of the U.5. Government DASHBOARD ACCOUNTS ~ PAYMENTS = RECEIVABLES ~ REPORTING ~ ADMIN ~
Account Nicknames
Please provide a nickname for each account. Account Nicknames must be unique and are required.
Q # Bulk Edit Nicknames
Account Number Account Type Account Nickname
20009106 Checking Cperating &
x000x2471 Checking Payroll rd
Viewing 1-2 of 2
Situation Steps
Editing a single account 1. Select the Edit icon beside the appropriate account.
nickname 2. Enter the Account Nickname in the available text box.
3. Select the checkmark to save.
Editing all account 1. Select Bulk Edit Nicknames.
nicknames 2. Enter all the Account Nicknames needed.
3. Select Save.
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