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LOGGINGON
Logging On for the First Time

Cash users that have never logged on to access Online Banking's cash management features must take the

following steps to create their cash management credentials and log on.

1. Selectthe single sign-on (SSO) enrollment link within the bank's SSO setup email.

CAUTION

If the link has expired, due to seven calendar days passing or a subsequentemail invalidating the
selected link, you receive the following message on the AcTIVATE Account screeN: Your enrollment
link has expired. Please contact your financial institution for assistance.

The AcTIVATE ACCOUNT screen appears.

2. Create your Online Banking username and password, and then select CONTINUE.

Online Banking ID Rules
e Must contain at least 1 letter
e  May contain numbers
e May contain the following special characters: + %@ !S&-

e Must be between 4 and 25 characters

Password Rules
e  Must contain at least 1 letter
e  May contain at least ITnumber
e May contain the following special characters: + %@ !S&-
e Must be between 8 and 25 characters

e  Must not match or contain ID
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BANK

Activate Account

Create your new NetTeller credentials

NezTeller iD
NetTeller Passward

Confirm NetTeller Pazsword

Continue
Figure 1: Activate Account
3. Reviewthe terms and conditions.
4. Select] AGree, and thenselect AccepT toproceed.
5. Selecta watermark image, and then select SusmiT.
Please verify your personal image! ?
Each time you log in please verify that the image on the left is the one you
selected as your Personat Identification Image,
If you have not set up your Personal Identification Image, a random image will
appear and you will be prompted to select 2 new one when you log in
Personal Icon
Current Image Click to Select or Change your Image
!4 I
&4 ‘ - - o .
\ i -
Prev Next >>>
Cancel Submit
Figure 2: This image appears at all future logins and on all pages in Online Banking.
6. Select CONTINUE on the SECURITY FEATURES screen.
7. Selecta question from each drop-down field, and then input an answer.
7 Member
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Question One:

Answer.

Question Two

Answer

Question Three

Answer.

|_In which city was your grandmother born (father's mother)?

From now on we witl monitor your use pattern and if we suspect it
logging in we will a5k you to answer a few verification questions. Pi
moment to select one question from each of the thrae drop-down menus.
Answers are not case sensitive.

What is your spouse’s middle name? v
Jane

What was the name of your first pet? v
Buddy

Select Question. . . v
ect Question. . . ~
at is the first name of the youngest of your siblings?

hat was the make of your r?

t i your youngest sibling s nickname?

Which state did you first visit (cutside the one you ware bomn in)?

What is your father’s middle name?

In which city did you meet your spouse?

Which high scheol did your speuse attend?

ven is your father’s birthday (MMW/DD)?

at is the first name of your mother's youngest sibling?

Figure 3: Verification Questions

8. SelectSuBmIT

9. Enter orverify the email address on file, and then select SugmIT.

You have now successfully set up your cash management credentials.

For subsequent logins, access Online Banking's cash management features using the credentials you

established.

choiceone.com e cash manager support (616) 887.2332
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Logging On to Online Banking’s Cash Management

You must have created your cash management credentials before you can follow these steps.

1. Enter the ID, and then select SusmiT.

Login to Online Banking

Welcome 10 Online Banking

Click the links below for heipful information*

enting Fraud

Online Banking ID.

Submit

Enroll Now Yest Browser

Home

Figure 4: Online Banking ID Entry

2. Enter the password, and then select SusmiT.

Login to Online Banking

Please verify your personal image!

n ple, fy that

. ~ one you

will appear and you

to select a new one when you log in
Online Banking ID:

Online Banking Password

Figure 5: Online Banking Password Entry

You are now logged on to the Online Banking’s Cash Management product.
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SECURETOKENS

As an extralevel of security, secure tokens provide an additional layer of authentication for your end users.
During login, users are prompted to enter a six-digit code from their token device. If the user enters the

wrong credential code or does not have their token, they are not able to log on to Online Banking.

Secure Token Devices

Three types of tokens are available for usersto choose from:

Hard Tokens
Mobile Soft Tokens
Desktop Soft Tokens

The financial institution purchases hard tokens, and soft tokens are a free download.

Hard Tokens Soft Tokens
Key Chain Token Mobile Device Access Desktop Access
Physical token that is given to Virtual token that is downloaded | Virtual token that is downloaded to
the end user. to a mobile device. a computer desktop.
Search for VIP Access in your app | Find the instructionson how to
store. download the desktop token at

https://idprotect.vip.symantec.com

VIP Access
VIP Access

Credental D

Symantec.

v Symantec VIP

Registering a Token

1. Logon with your Online Banking username and password.

Notice

Single Sign-On (SSO) is required for Cash Management users.

2. Indicate if you have received your physical token or downloaded your virtual token.

10 Member
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Register your Secure Token:

Have you received or installed your Secure Token/Credential yet? If yes, please dlick Yes and follow the instructions to register your device. If no, dick Ne to be prompted again
during a future login.

Figure 6: Token Registration Confirmation
A message appears with how many days are left before your registration period ends if you have not received
your token.

3. Enter the token Serial Number/Credential ID and six-digit Token/Credential Code.

NOTE

For hard tokens, the serial number is on the back of the token.

>

Register your Secure Token | %)

Enter the required information to register your Secure Token/
Credential.

If you have a plastic key fob, the Serial Number is on the white
sticker on the back after the letters S/N. If you are using a virtual
token, the Credential ID begins with 4 letters.

Please enter the serial number/credential ID exactly as it appears
on the device.

Serial Number/Credential ID

Token/Credential Code

Figure 7: Token Registration

4. SelectSubmit.

Register your Secure Token:

C:"E'J'.LJ ations! You have successiully registered your Secure Credential. You will be required to enter the code each time YOU 3CCess thes systom

Figure 8: Token Registration Success Message

11 Member
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Once registered, the token must be used during each Online Banking login after entering your credentials.

Secure Token Validation:

Enter the &-digit security code from your Secure Credential.

Secure Token Token Code:

Submit Log Out

Figure 9: Token Credentials entry screen

Once your accounthas been enabled for secure tokens you will have 14 days to register the token.

NOTE
If the token is not registered within the 14-day period the token will become blocked. Once the

token is blocked you will need to contact ChoiceOne Bank to have the token unblocked.
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ACH

The ACH module allows you to pay or collect money from individuals or companies. For example, you could
send a payrollfile or collect monthly duesfrom individuals using ACH. ACH capabilities depend on your

agreement with the bank.

ACH batches work as templates, so you can send the batch multiple times. After the batch is created, initiate

it to send the information to your financial institution, which then originates the file.

There are multiple ways to create an ACH batch. You can enter the batch information manually or you can

also import, which usesa combination of upload and manual.

Creating an ACH Batch: Manually

You can manually enter batch information into Online Banking by creating a batch header and then adding

necessary transactions.

1. Go to CAsH MANAGER > ACH.

2. Selectthe desired company from the CREATE A NEw BATCH For drop-down list.

3. Complete the batch header information fields, and then select SusmiT.

New Batch

Bawch Name “ HidyPyr2016 SEC Code ' PPD - Prearranged Payments and Deposi
Trainer Co Company ld * 7151515151
nary Data PAYROLL Entry Description * PAYROLL

Cancel

Figure 10: Batch Header Screen

BATCH NAME

Enter the ACH batch name. This value distinguishes the batch for the Cash Management user's benefitwhen

viewing batches on the ACH Batch List screen.

SEC CODE

Selectthe type of batch you are creating.

COMPANY

The ACH company for which the ACH batch is being created. This value prefillsbased on the associated value

indicated in the bank system.

13 Member
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COMPANY ID

Enter the identification number for the ACH company, which is usually a tax ID.

DISCRETIONARY DATA

Enter the purpose of the ACH batch for the Cash Management user's and the financial institution's benefit.

ENTRY DESCRIPTION
Enter the purpose of the ACH batch, which appearsto the recipient.

RESTRICTBATCH

Selectthis check box to preventCash Management users without restricted batch access from

viewing/working with the batch.

4. Complete the transaction information fields.

Add Transaction

Transaction Information:

Name * John Doe Addenda Type
ID Number D1234 Addenda

e * 1500 00

Creates a separate $0 record of this entry.

Receiving Financial Institution Information:

0-No Addenda Information

Routing * 10178 Search for ABA # Account Type Checking
Account Number * 12345678 Transaction Type Debic: ® Credit
Statu Active Hold
Add Add Mulziple Import Transaction Cancel

Figure 11: Transaction Entry Screen

NAME

Enter the recipientof the transaction.

ID NUMBER

Enter the recipientidentification (e.g., employee number). This field is optional.
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AMOUNT

Enter the dollar amount of the transaction.

PRENOTE

Selectthis check box to create a separate batch that contains a zero dollar, or test, transaction to verify the

recipient'saccountinformation is correct.

ADDENDATYPE

Selectthe type for the additional information to be transmitted with this record. This field is optional.

ADDENDA

Enter the additional information to be transmitted with this record. This field is optional.

ROUTING

Enter the receivingfinancial institution's routing number. A search option is also available.

ACCOUNTNUMBER

Enter the recipient'saccountnumber.

ACCOUNTTYPE

Selectthe type of receivingaccount. Checkingor Savings.

NOTE

If the wrong AccountType is selected it could cause a delay in payment or a rejection of payment.

TRANSACTION TYPE

Selectwhether the transaction is a DeBiIT or CRepiT. Creditis used for payroll and will deposit funds into the

account. Debit is used for collections and will withdraw funds from the account.

STATUS

Select AcTive to include the transaction in the batch.

SelectHoLbto preventthe transaction from being included within the batch totals.

Holding this transaction allows you to initiate the batch without including the transaction, if needed.

NOTE
Transaction amounts cannot be zero.You must enter an amount in the field. Although an amount is

enteredifthe itemis set to a held status it will not be included in the batch.
5. Selectone of the following:

Select Quick ApD to save this record and enter a newrecord.
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Select Abb MuLTIPLE to add up to 15 records to the batch. Complete the fields on this screen, and
then select Quick App to save your entered records and continue to add more.

NOTE
The page will time out after 10 minutes of inactivity. It is recommended that you save the
transactions periodically to ensure data is saved.

Multi-Transaction Entry / HrlyPyrl2016

A Smith 59876 1855 654321 L 1200
Addenda.
B Jones J5678 1855 9876543 . 1700 00

Addenda

Addenda:

SelectIMPORT TRANSACTION to go to the Import Layout page to import a transaction file.

Quick Edit

Once a batch is created you can use that information for future batches using the Quick Edit function.

1.
2.
3.

From the Options column, nextto the desired batch, select QUICK EDIT
Edit the fields, as necessary

SelectSave

Quick Delete

Users with delete capabilities can select multiple batches and delete all at once

1
2
3.
4

Selectthe box next to the batch(S) you wish to delete
Select DELETE Selected

Review Batch

Select DELETE
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Import Option

The import feature allows more flexibility when uploading ACH batches by using a combination of import and
manual entry. The batch header information is manually entered, and the transactions are imported from a
NACHA, CSV, fixed position, and tab-delimited file. These files contain transactions but no header or trailer

information.

Establishing the Import Layout
Unlike NACHA files (which have a standard format), the information in a CSV, fixed position, and tab-

delimited file varies. Before importing transactions, define where information is located in the file.

1. Goto CAsH MANAGER>ACH > IMPORT LAYOUT.

2. Selectthe type of file being imported.

3. Complete the necessary fields to define where information is located in the file, and then select SAvVE.

If you do not know the TrRansAcTION CoDE, then enter how the Account TyPe and TRANSACTION TYPE are
definedin thefile.

The import layout for the ACH batch is established. Examples of the import layouts:

CSV File Layout

Select Upload Format to Create/Edit: CSV File Layout v
Name: 1 v Account Number 4 v
ID Number: 2 v Amount 5 v
Routing Number: 3 v * Transaction Code v

*Note: If your file does not contain Transaction Codes, the following fields are required:

Account Type: 6 v Checking Equals: C Savings Equals: S
Transaction Type: 7 v DebitEquals: DR Credit Equals CR
Save Reset Cancel

Figure 12: The CSV and Tab-Delimited Layout
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Fixed Position File Layout

Select Upload Format to Create/Edit:

Begin End

Name: 1 30

ID Number: 31 36
Routing Number: 48 56

Fixed Position File Layout v

Begin End
Account Number: 37 47
Amount: | 57 67

* Transaction Code:

*Note: If your file does not contain Transaction Codes, the following fields are requirad:

Begin End
Account Type: 68 68 Checking Equals: C Savings Equals:
Transaction Type: 69 70 DebitEquals: DR Credit Equals:

Figure 13: The Fixed Position Layout

Save

Importing Transactionto a New Batch

Go to CAsH MANAGER > ACH.

Selectthe desired company for CREATE A NEw BATCH FOR.

1
2
3. Complete the fields, and then select IMPORT RECORd.
4. Selectthe IMPORT FiLE TYPE:

e NACHA File

e CVSFile

e Fixed Position File

e Tab-Delimited File
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Import File - HrlyPyri2016

Select the type of file you want to import to identify the field and position
placement of your file. Once this layout is established, this format will be
the default for imported files of this zype.

Enter the name of the file you wish to import (some browsers will provide a
Browse button to help you find the file). Click the Import button. If you are
consistently having trouble importing your ACH import file, you may want
to try another importing method by clicking here.

Import File Type:

CSV File v

| Choose File | Sample ACH Import without Offset csv

Import
Figure 14: Import File
5. Selectthe desiredfile,and then select IMPORT.
After the File’s status changesto Uploaded, the batch appears on the Batch List page.
1. Go to CAsH MANAGER >ACH >BATcH LisT.
2. Locate and selectthe existing batch from THE ACH BATcH LisT that you want to import.
3. SelectImport from the SeLecT OpTION drop-down list.
ACH Batch List (¥ Total Batches 3 View 10| 20 | 50 | 100
Creare a new batch for: Select Company
Status Baich Name £ Type Company Process Date Debit Credit  Recurring Scheduled Dare
Ready Payroll 2016 PPD  TRAINO 03/01/2016 $0.00 $4,500.00 Semi-Monthly 06/15/2016 Select option..,
Select option...
Ready January Payroll PPD Chihuahua Rescue 09/16/2014 $1,650.00 $1,650.00 Nove View
Download
Ready  HrlyPyrl2016 PPD  Trainer Co $0.00 $5,400.00 Nose EQ(:L Edit
Copy
Total $1,650.00 $11,550.00 lE;ij_
Initiate
Salect All Delete Selected Initiate Selected
Figure 15: Select Option
4. Selectthe file type.
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Import File - HrlyPyri2016

Select the type of file you want to import to identify the field and position
placement of your file. Once this layout is established, this format will be
the default for imported files of this type.

Enter the name of the file you wish to import (some browsers will provide a
Browse button to help you find the file). Click the Import button. If you are
consistently having trouble importing your ACH import file, you may want
to try another importing method by clicking here.

Import File Type:

CSV File v

\;_(;ngg.gfhi Sample ACH Import without Offset.csv

Import

Figure 16: Select file type

5. Selectthe file, and then select IMPORT.

After the file’s status changesto UpLoADED, the batch will appear on the BATCH LisT screen.

Initiate a Batch

To initiate batches, the cash user must have the INITIATE ACH entitlement.

1. Go to CASH MANAGER > ACH > BATCH LIST.

2. Choose a situation, and follow the corresponding steps.

Situation Steps

Initiating a One-Time Batch 1. Locate and selectthe desired batch
2. SelectlInitiate form the SELEcT OpTiON drop-down list
3. Complete the SELECT EFFECTIVE DATE and SELECT OFFSET
Accounr fields.
4. SelectINITIATE

Initiating Multiple One-Time Batches 1. Locate and selectthe desired batches.
2. SelectINITIATE SELECTED.
3. Complete the SeLect EFFECTIVE DATE and SELECT OFFSET
Accounr fields for each batch.
4. SelectINITIATE.
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Initiating Same Day ACH Batches

1. Locate and selectthe desired batches.

SelectINITIATE SELECTED.

3. SelectSame Day ACHin the SELECT EFFECTIVE DATE drop-
down menu.

4. Complete the SeLect OFFSeT Account fields for Each
batch, if applicable

5. SelectINITIATE.

6. SelectOKon the Same Day ACH Confirmation Dialog box.

N

Initiating a Recurring Batch

1. Locate and selectthe desired batches.

2. SelectINITIATE.

3. Complete the necessary fields.
Note- Additional fields may appear dependingon the
Frequency selection

4. SelectlInitiate

One-Time Batch

Initiate Batch

Batch Name: Hr
Company: Trainer Co

Discretionary Data: P

Tra 4 1 50 reh
yPyri201 SEC Code: PPD
Company Id: 7151515151
AYROLL Entry Description: PAYROLL
Restrict Botch
$1. R

Select Effective Dote: Thursday, May 26, 2016

Select Offset Account:

amounts to $0.00 after processing batch
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Multiple One-Time Batches

ACH BatchList TN TR TR
€ 3 new batch for Select Company
Bat pe
R HriyPy PPD C s $5.4 obio
J PPD 3 4 $ p
Read: P. PPD NO Q32016 0. $ S pt
Total $1,650.00 $11,55000

Multiple One-Time Batches- Quick Initiate

Quick Initiate
Bat d
Bat e
HrlyP PPO $ s "
3 PPO TRANO @ s000  $450000 N 016 v XOo0oxXxXxxxxd 567 ¢
ounts 1o $0.00 after processing bosch Total $0.00 $9,900.00

The system will automatically validate routing numbers. If a routing number is
incorrect the user will receive an error.
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Recurring Batch

Initiate Batch

Batch Name: Payroll 2016

Company: TRAINC

Discretionary Data: PAYROLL

Name

S €987,
J Doe D12
Jane Doe D876

Select Effective Date:
Frequency

Menth Day:

Expiration Date: = [
Select Offset Account

Reset amounts to $0.00 after processing batch

Monthly

Start Date: ©  06/15/2016

Total Transactions 4  View | 205

SEC Code: PPD
Company ld: 123436789
Entry Dewcription: PAYROLL

Restrict Batch

3456 185 $1,750.0
| $1.5¢
3 1855 $1,500.0
4 ( 1 $1.500.00
ebits: $0.(

Initiate on last processing day of the month
o
2

This payment has no expiration date.

Batch Approval

The Full ACH Control entitlement determines if dual controlis required when creating and initiating a batch.

If you have the Full ACH Control entitlement, then you are able to initiate batc hes that you create. Otherwise,

a second cash user must initiate the batches you create.

To send a batch for approval, select the THis BATCH IS READY FOR APPROVAL check box from the EbiT or Quick

EDITscreen.
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BANK

Edit Batch @ Total Transactions 5 View 10 | 20 | 50 | 100 | All | Search
Batch Name * _Jen SEC Code PPD
Company Company Ild * 1234
Discretionary Data ACH PAYROLL Entry Description * ACH

Restrict Batch (]

Name ID Number £ Account Routing Amount CR/DR Held

name 123456 1234567 12345679 $25.00 CR Edit Delete
think 123456 1234 1234 $25.00 CR Edit Delete
name 123 1234567 12345679 $25.00 CR Edig DRelete
think 123456 122222 1234 $25.00 CR dit Delete
barb 123456 (AREEI 12345679 $100.00 DR Edit Delete

Total Debits $100.00 Total Credits $100.00

| This batch is ready for approval ‘x:-l

Cancel m Add Transaction

Figure 17: Edit Batch screen highlighting Ready for Approvalcheckbox

Quick Edit (%)) Total Transactions 5 View 10 | 20 | 50 | Search
Batch Name _Jen SEC Code PPD
Company CompanyIld 1234
Discretionary Data ACH PAYROLL Entry Description ACH

Restrict Batch

Name ID Number # Amount Account Routing DRCR Held Prenote

name 25 | 00 1234567 12345679 0 ® a (6] Show Addenda
think 123456 25 | 00 1234 1234 ©@® e @ Show Addenda
name 12312 25 | 00 1234567 12345679 0@ (] @ Show Addenda
think 123456 25 | 00 122222 1234 Q@ O @ Show Addends
barb 123456 100 | 00 11111 12345679 ® Q0 (] (] how Adden:

Total Debits $100.00 Total Credits $100.00

l This batch is ready for approval tw:l

Show All Addenda Save Return

Figure 18: Quick Edit screen highlighting Ready for Approval checkbox
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ACH Batch List @ Total Batches 76 View 10 | 20 | 50 | 100

Create a new batch for: | Select Company v

Status 7 Batch Name Type Company Process Date Debit Credit Recurring Scheduled Date

Approval =
x patricks  PPD  VACUUMS $0.00 5339 None Select option... | ¥

Pending

Approval dual control erern

s 2 PPD  VACUUMS $0.00 $555  None Select option... |

Pending st

Initiated corporate (9.4 clinic 04/14/2017 $0.00 $9.00 None Select option... v

Figure 19: Batches with Approval Pending status

Once a batch is in the ApPROVAL PENDING status, the system sends an alert to all cash users who have opted to

receive the ACH Batch Pending Approval alert. A user with batch initiation capabilities is able to log on to

Online Banking and initiate the batch.

Working with Prenote Transactions

Prenote transactions allow you to send a test transaction to verify that the recipient's accountinformation is

correctbefore sendingacreditor debittransaction.

1
2
3.
4

Go to CAsH MANAGER > ACH > BATcH LisT.

Locate and selectthe desired batch, and then select EbiT from the SELecT OpTION Drop down list.

Select ADD TRANSACTION.

Complete the transaction information fields.

TIP
Enter 0.01 into the AmounT field because Online Banking does not allow zero-dollar transactions.

Selectthe PrReNoTE check box, and then select Howb for the StaTus field. When Holb is selected, this

transaction is not included in the batch if the batch is Initiated.
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Add Transaction ?

Transaction Information:

Nome * S| Addenda Type  00-No Addenda Infarmation v
iD Number 78 Addenda
Amount * 0 01

Prancte W
Creates a separate £0 record of this entry

Receiving Financial Institution Information:

Routing * 1855 Search for ABA # Account Type Checking v
Account Number * 123456 Transaction Type Debit @ Credit
Status Acuve '® Hold

Quick Add Add Multiple Import Transaction Cancel Submit

Figure 20: Prenote Checkbox

6. SelectSusmIT.
The transaction has been added to the batch butis not included in the batch totals.
7. Returnto the BATCH LIST page.

A new batch appears beginning with PNT. This label indicates if the prenote batch was created by Online

Banking. INITIATE this batch to send the prenote transaction.

ACH Batch List (7 Total Batches 4  View 10 | 20 | 50 | 100
Create a new batwch for:  Select Company N
Status Batch Name 7 Type Company Process Date Debit Cradit
Ready PNT-Payroll_2016 PPD TRAIN O $0.00 £0.00 ] Select aption.. v
Neody Payroll_2016 PPD TRAIN © 03/01/2016 50.00 $4,500.00 Select option..
Ready  January Payroll PPD  Chihushua Rescue 09/16/2014 $1,650.00 $1,650.00  Select option.. -
Ready HriyPyrl2016 PPO Trainer Co. $0.00 $5,400.00 Select option.. v
Total $1,650.00 $11,550.00
Select All Delete Selected Initiate Selected
Figure 21: Prenote Batch is highlighted
8. SelectQuick EbiT from the SELECT OpTiONS drop-down list for the prenote batch.
9. Modify the dollar amount as needed, and then clear HELD.
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10. SelectSAVE.

Quick Edit Total Transactions4  View 10 | 20 | 50 | Search
Batch Name Payroll 2016 SEC Code PPD
Company TRAINC Company Id 123456789
Discretionary Data  PAYROLL Entry Description PAYROLL

Restrict Batch

Name ID Number £ Amount Account Routing DRCR Held Prenote
St 78 0. 0 123456 1855 . v
Addenda:
John Doe D1234 1500 00 12345678 1855 ®
Addenda
Jane Doe D876 1500 00 54321 1855 L
Addenda:
Mary Smith $3456 1500 _ 00 4567890 1855 U
Addenda

Total Debits $0.00 Total Credits $4,500.00

Save Return

Figure 22: Held item

Download a Batch

The download feature allows you to copy batch information into a PDF or a NACHA file. Download the batch

in PDF format to maintain a printed or electronic record of initiated batches.

Download Batch - Payroll 2016 (7

Select a download format List{PDF)
Select a field to sort by Custamer Namea v

Select sorting order @ Ascending Descending

Submit Return

Figure 23: Download Option
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Notice

Downloading batch information as a NACHA file is useful if the batch was manually created. If a manually
entered batchis deleted, the batch information must be manually re-entered (deleted batches cannotbe
recovered). However, if the batch was saved as a NACHA file, that NACHA file can be uploaded backinto
Online Banking.

Download Batch - Payroll_2016

Select 3 download format NACHA

sbmit Return

Figure 24: Download NACHA file

Copy a Batch

The copy feature allows you to copy existing batch information into a new batch. Copying a batch is useful if
you are creatinga new batch and most of the batch information is in an existing batch. For example, if you

were to give your employeesa bonus, your employees may already be set up in your payroll batch.

Copy Batch - Payroll_2016

New batch name * Bonus_2016

Submit Cancel

Figure 25: Batch copy

Delete a Batch

Delete batches that are no longer used. Deleted batches cannot be recovered. If abatch is accidentally

deleted, then you must re-upload or manually re-enter all batch information.

There are two ways to delete a batch:
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Select DeLETE fromthe SELECT OPTION drop-down list, and then select DELETE on the nextscreen.

ACH Batch List

Crean

e & new bawch for: | Select Company

Status Barch Name 2. Type

Ready  TaxFDtuesday cco

Ready Tax FD Jack Henry <o

Ready Tax FO Lenny <o

Ready Tax FD NET code <o

Uploaded 0001732 PPD
Select All

Figure 26: Delete from the Select Options drop down list

Company

Process Date

07/08/2014

10/02/2014

10/02/2014

Q7024

Debit

$35.00

$4.00

$3.00

$75.00

$0.00

Total $344,679.17

Page20f2 | fiesy Previoys 1 2

$35.00

$4.00

$3.00

$75.00

Recurring
None
None
None

None

Total Batches 73 View 10 | 20 | 50 | 100

Scheduled Date

Select option.., v

Sl

Select multiple batches, select DELETE SELECTED, and then select DELETE on the nextscreen.

ACH Batch List

Crea:

e a new botch for: | Select Company

Status Bawch Name Type

Ready Tax FD tesday cco

Ready Tax FD Jack Henry cco

Ready  TaxFOLenny cco

Ready Tax FD NET code [<d5]

Uploaded  D001732 PPD
Select All

Figure 27:Delete multiple batches

Making Tax Payments

* Your company must be registered with EFTPS to use this option.

Note

Same day tax payments are not allowed.

1.
2.

Go to CASH MANAGER > ACH > Tax PAYMENT.

Company

Process Date

07/08/2014

10/02/2014

10/02/2014

070712014

Page2of2

Complete the tax payment fields, and then select SusmiT.

Total $344,679.17

Firgs Pravioys 1 2
Eirss Previoys 1 2
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Add Tax Payment

PayTo Federal v

Category TaxFD  Payroll Taxes

Routing Number 6000 Lookup
Company Name | Chihuahua Rescue v
TaxPeriod = 03/16 mm/yy
Tax Code 105 - Employer's Quarterly Tax Return Federal Tax Deposit v

Taxpayer ID = 123456789

Amount = $300.00

Pay From Account = CK 073 v
Tax Information ID1 1 Amount  $100.00
Tax InformationID2 2 Amount  $50.00
Tax InformationID3 | 3 Amount  $150.00
Quick Add Submit Cancel

Figure 28: Tax Payments Screen

PAY TO

Select FEDERAL.

BATCH

Enter a name to distinguish the tax payment batch for the customer's benefit.

ROUTING NUMBER

SelectLookupr to selectthe routing number associated with the financial institution that receivesthe tax

payment.

COMPANY NAME

Selectthe ACH company name.

TAX PERIOD

Selectthe month and year for the tax period.

TAX CODE

Enter the code to indicate the tax payment type.
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TAXPAYERID

Enter the company's Employer Identification Number (EIN).

AMOUNT

Enter the dollar amount of the transaction.

AMOUNT TYPE CODE

Enter the associated amount type. Select Lookup to see available amount type code options.

PAY FROM ACCOUNT

Selectthe accountto debitfor the offsettransaction.

TAXINFORMATIONID 1

Enter the amount designated for Social Security. This field is optional.

TAXINFORMATIONID 2

Enter the amount designated for Medicare. This field is optional.

TAXINFORMATIONID 3

Enter the amount designated for withholding. This field is optional.

Viewing ACH History

Batch information is viewable after the batch is originated.

1. Go to CASH MANAGER >ACH > HISTORY.

2. Reviewthe columns.

ACH Mistory View Range: 7 Day vy 53 | Search

Figure 29: ACH History

INITIATED

The date the batch was initiated.

EFFECTIVE
The effective date for the batch.
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BATCH

The name givento the batch.

TYPE
The SEC associated with the batch.

COMPANY

The ACH company name.

DEBITS
The total batch debits.

CREDITS
The total batch credits.

OFFSET ACCOUNT

The offset accountfor the batch.

DETAILS

Select ViEw to view additional batch details and all column information on the ACH ReEcORD LisT.

CONFIRMATION NUMBER

The designated confirmation number for the batch.

Status Codes
READY

The batch has been created and is ready to be updated, changed, initiated or deleted.

INITIATED

The batch has been sent to ChoiceOne Bank and is waiting to be transmitted to the ACH processor terminal.
During the status, a batch cannot be edited or deleted until it has been processed and returned to a ready

status.

PROCESSED
ChoiceOne Bank has processed the ACH batch and it can no longer be updated until the end of day. The batch

returnsto a Ready status after end of day.

UPLOADED
The ACH batch information was uploaded directly from another accounts software system using the ACH

upload feature.
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APPROVAL PENDING

The ACH batch has been marked ready for review and approval. Another authorized Cash Management user

must approve/initiate the ACH batch file.

SEARCH OPTION

Use the Search option to locate a specific type of transaction or a specific user. User this option at CASH

MANGER>ACH in the search Records section. Enter the necessary search criteria, and then select SEARCH.

Search Records

Name  smith
ID Number
Batch
Amount
Prenote

Held
Figure 30: SEARCH OPTION

Once the searchis complete, an information message telling you how many results were found and the

search results appear.You can modify or delete batches from this screen.

Information Message: JENEIGTICECTRE]

Search Results Total Transactions4  View 10| 20 | 50 | 10C

Figure 31: SEARCH RESULTS

Note
Transactions in a batch with an Initiated or Processed status cannot be modified or deleted until the batch

returnsto the Ready Status.
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WIRES

The wires module allows you to send money to an individual or company. Your ability to use wires depends
on your agreement with ChoiceOne Bank. Create wire instructions before sending wires. These instructions
serve as a template that can be used once or multiple times. After creating a wire, you transmit the wire to

ChoiceOne Bank, which then sends out the wire.

Creating Wire Instructions: Domestic Wires

1. Goto CAsH MANAGER > WIRES > EDIT/ADD.

2. Selectthe desired accountfrom the CReATE ANEw WIRE FRom drop-down list.

Edit/Add Wires List ? View Range: 10 | 20 | 50 | 100

Viewwires for | Reg DDA - eate a newwire from | Select option... -

Single/Repetitive Wires Recurring/Future-Dated Wires

Wire Name Sequence Status Amount Rep Code Account Number

I
<}

1 Ready $2,000.00 it De

Figure 312: Create a new wire from Drop Down List

3. Complete the following fields, and then select SusmiT.

Wire Name:  Sample Wire

Credit Account Information
Credit Account Number: 123456
Credit AccountName:  J Doe
Credit Account Address: 123 Main

Anytown, ST, 11223

Receiving Bank Information
Receiving Bank ABA Number. 0196 Search for ABA Number
Receiving Bank Name NC

Receiving Bank Address: CHARLOTTE, NC

Wire Information

Remarks:

Repetitive Wire: @

Amount:  $1,500.00

Figure 323: Wire Entry Fields
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WIRE NAME

Enter a descriptive name for the wire. This value appears on the various wire listing screens.

CREDIT ACCOUNT NUMBER

Enter the accountto receive the wired funds.

CREDIT ACCOUNT NAME

Enter the name on the account receiving the wired funds.

CREDIT ACCOUNT ADDRESS

Enter the address of the recipient for the wired funds.

RECEIVING BANKABANUMBER

Enter the routing number of the financial institution where the wire is sent. Select SEARCH FOR ABA NUMBER to

search for a financial institution. Selectingan ABA from the search option populates all remaining RECEIVING

BANK INFORMATION fields.

RECEIVING FI NAME

Enter the name of the financial institution where the wire is being sent.

RECEIVING FI ADDRESS

Enter the address of the financial institution where the wire is being sent, including the city, state, and ZIP.

REMARKS

Enter special instructions for the wire. These remarks appear to the wire recipient.

REPETITIVE WIRE

Selectthis option if the wire being created is used as a repetitive or template wire. Repetitive or template

wires can be used repeatedly.

AMOUNT

Enter the dollar amount of the wire.

Managing Wires

1. Goto CAsH MANAGER>WIRes > EDIT/ADD.

2. Selectone of the following:

e  SINGLE/REPETITIVE - edit a single wire or template

e RECURRING/FUTURE-DATED - editrecurring or future-dated wires
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Edit/Add Wires List . View Range: 10 | 20 | 50 | 100

Wires Recurring/Future-Dated Wires
Secruence Aineunt Rep Code Re active Date mbe "
Ready $1000.00 eekly 6/20 Edit Delete
2 Ready $1500.00 Monthy 07/01/2016 - i

Figure 34: Wires list

3. Selectthe desired accountfrom the View WIRres For drop-down list.
4. Choose a situation and complete the corresponding steps.

Situation Steps

Editing a Wire 1. SelectEniT.
2. Modify the wire instructions.
3. SelectSusmiT.

Deleting a Wire 1. SelectDELETE.
2. SelectSuBmIT.

Transmit Wire

Transmitting an Immediate Single Wire

Go to CASH MANAGER > WIRES.

1
2. Select TRANSMIT WIRES.

3. Selectthe desired accountfrom the View WIRres For drop-down list.
4. Locate and selectthe desired wire,and then select TRANSMIT.

Transmit Wires List View Range: 10 | 20 | 50 | 100 | All
View Wires for: CK 073
Wire Name Sequence Status Amount Rep Account Number Receiving FI
SampleWire 880 Ready $500.00 No 123456 BANK Transmit
1
Figure 335: Transmit Wires List
5. Setthe EFrecTiVE DATE field to the current date.
6. Enter the WIRE PASSwWORD, and then select TRANSMIT.
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Transmit Wire Transfer From CK 073 (Non-Repetitive)

General Wire Information
Wire Name: SampleWire

Debit Account: CK 073 (Non-Repetitive)

Credit Account Information
Account #/Type: 123456 / Demand
Name: 123 Main

Address: Anytown, ST 12345

Receiving Bank Information

AEA Number: 3638
Name: BANK
Address: AL

Wire Information
Repetitive Code:
Amount: $500.00

Remarks:

Date Information

Effective Date: 05/20/2016 ?_:Jj
Wire Password  es=
Transmit Cance|

Figure 36: Transmit Wire screen
Transmitting a Future-Date Single Wire
Transmitting a Future-Dated Single Wire

1. Go to CASH MANAGER > WIRES.

2. SelectTrRanNSMIT WIRES.

3. Selectthe desired accountfrom the ViEw WIRes FoOR drop-down list.

4. Locate and selectthe desired wire,and then select TRANSMIT.
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Transmit Wires List (7)) View Range: 10 | 20 | 50 | 100 | All
View Wires for:  CK 073 -
Wire Name Sequence Status Amount Rep Account Number Receiving FI
() SampleWire 880 Ready $500.00 No 123456 BANK Transmit
1

Figure 37: Transmit Wires List

5. Selectthe date for the wire to process from the EFFeCTIVE DATE field.
6. Enter the WIRE PASSwWORD, and then select TRANSMIT.

Transmit Wire Transfer From CK 073 (Non-Repetitive) @'

General Wire Information
Wire Name: SompleWire

Debit Account: CK 073 (Non-Repetitiva)

Credit Account Information
Account #/Type: 123456 / Demand
Name: 123 Main

Address: Anytown, ST 12345

Receiving Bank Information

ABA Number: 3638
Name: BANK
Addrcss; gemi RY_AL
L] May 2016 o
Wire Information Su Mo Tu We Th Fr Sa

Repetitive Code:

Amount: §

Remarks: @ 21

2. 23 24 25 26 27 8
Date Information 29 30 3

Effective Date:  05/2012016  [23]
Wire Password e

Transmit Cancel

Figure 38: Transmit Wires screen
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Transmitting an Immediate Repetitive Wire

1. Goto CAsH MANAGER > WIRES.

2. Select TRANSMIT Templates.

3. Selectthe desired accountfrom the VIEW WIRE FOR drop down list.
4. Locate and selectthe desired wire, and then select TRANSMIT.

Transmit Templates List

5. Enter the WIRE PASSWORD, and then select TRANSMIT

Transmit Wire Transfer From CK 073 (Repetitive)

choiceone.com e

General Wire Information
Wire Name

Debit Account

Credit Account Information
Account #/Type:
Name:

Address:

Receiving Bank Information

ABA Number

Smith

CK 073 (Repetitive)

123456 / Demand
Mary Smith

123 Main

Lenexa, KS 66214

1343

Name: !

Address

Wire information

LAKEVILLE, CT

Repetitive Code: 0001
Amount: $100.00
Remarks: Travel with wire

Date Information

Effective Date

Recurring Information

Frequency:

39

05/20/2016

None

-
23

Wire Password
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Transmitting a Future-Dated Repetitive Wire

1. Go to CAsH MANAGER > WIRES.

2. SelectTRANSMIT TEMPLATES.

3. Selectthe desired accountfrom the VIEW WIRE FOR drop down list.
4. Locate and selectthe desired wire, and then select TRANSMIT.

Transmit Templates List View Range: 10 { 20§ 50 | 100 | Al
- '3 cx 073
s - ep be R
Smith 1 Reody $10000 Y 123456 Transmis
Sample Wire 2 Ready $150000 Y 123436 NC Tranemis
1

5. Enter the WIRE PASSWORD, and then select TRANSMIT.

Transmit Wire Transfer From CK 073 (Repetitive)

General Wire Information
Wire Name: Smith ¢

Debit Account: CK 073 (Repetitive)

Credit Account Information
Account #/Type: 123456 / Demand
Name: Mary Smith
Address: 123 Main

Lenexa, KS 66214

Receiving Bank Information
ABA Number 1343
Name:

Address: LAKEMILLE €T

o May 2016 o
Wire Information Su Mo Tu We Th Fr Sa
Repetitive Code: 1

Amount: §
Remarks: T 21
Date Information 29 30 N

Effective Date. 0572072018 t.“;

Recurring Information

Frequency: None >

Wire Password
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1. Go the CASH MANAGER> WIRE
2. Select TRANSMIT TEMPLATES.
3. Selectthe desired accountfrom the VIEW WIRES FOR drop-down list.
4. Locate and selectthe desired wire, and then select TRANSMIT.

5. Determine the frequency of the wire.

Transmit Templates List

Weekly
Bi-Weekly
Monthly
Semi-Monthly
Quarterly
Annually

Semi-Annually

6. If desired,selectRETAIN TEMPLATE AFTER SCHEDULING AS RECURRING to save a separate template

of the wire.
7. Enter the WIRE PASSWORD, and then select TRANSMIT.
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ABA Number 0166

Name

Wire Information

Repetitive Code 001
Amount: $1,500.00
Remarks
Date Information
- n e
Effective Date 23
Recurring Information
Frequency Monthly
Month Day 15 » Transmit a5t processing day of the r
Start Date: *  06/15/2016 7] Wire scheduled for non-business days will be sent before
or atter the non-dbusiness day based on bank setungs
Note: Recurring wire cannot start today
p " e e Rie Aleas Jave
Expiration Date: *  12/1572016 23 me 8% N0 expiratio

Retain Template After

Scheduling a5 Recurring ® Yes

Wire Password

Transmitting a Dual Control Wire

1. Go to CASH MANAGER > WIRES.

2. Choose a situation and follow the corresponding steps.

Situation Steps

First Cash User 1. SelectTransmiT WIRES for a single wire or TRANSMIT TEMPLATES for
repetitive wires.
2. Selectthe desired accountfrom the View WiRres For drop-down list.
Locate and selectthe desired wire, and then select TRANSMIT.
4. Enter the WIRE PASSWORD, and select APPROVE. A message appears
indicating the wire requires dual control. The wire appears in the
Approval status until the second cash user transmits the wire.

w

Second Cash User 1. Select TRANSMIT WIRES.
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2. Locate and selectthe wire in Approval status, and select TRANSMIT.
3. Enter the WIRe PASswORD, and then select TRANSMIT.

Remarks:

Date Information

Effective Date: 05/20/2016 @

This wire requires two-person authorization before it can be transmitted.
Enter your Wire Password and select Approve to begin this process.

Wire Password

Approve Cancel
Figure 39: Dual Control Message for Initial/Fist Cash User
Transmit Wires List 1 View Range: 10 | 20 | 50| 100 | Al
View Wires for: €K 073 b4
Wire Name Sequence Status Amount Rep Account Number Receiving Fl
SampleWire 880 Approval $500.00 No 123456 BANK Tranzmit
1
Figure 40: Approval Status for Second Cash User
Wire History
Use the WIRE HISTORY option to view processed Online Banking wires.
Wire History for Transmitted Date Range 04/06/2014 to 05/20/2016 (/) View Range: 7 Days | 15 Days | 30 Days | Sesrch
View Wire Activity for:  cx 073 v
Wire Name: Transmitted: v Effecove: Amount:  Rep Code: Recurring ::::::g.\umm Beneficiary Name Receiving Fi: OMAD:
Smith 09/16/2014 09/16/2014 $100.00 2001 None 123456 Mary Smith
Semith 09/16/2014 09/16/2014 $100.00 2001 None 123456 Mary Smith
Edwardsville 00/16/2014 09/16/2014 $100.00 2003 None 112233 Mary Smith
Figure 41: Wire history screen
43 Member

choiceone.com e cash manager support (616) 887.2332 FDIC



choice2ne

POSITIVE PAY (ARP)

ARP stands for Account Reconciliation Process. Positive Pay helps you reconcile your check ledger against the

checks currently clearing your account.

Use the Positive Pay option to:

==

Review exception items

Download reconciliation files

= =

Edit the file upload format

=

Upload Positive Pay files

=

View and modify ACH exceptions and filters

Reviewing Exception [tems

Exceptionitems are checks that attempt to clear but do not match your list of issued checks. Review these

items and mark them for pay or return.

1. Go to CAsH MANAGER >ARP > ARPPoOsPAY.

View/Work ARP Items

View Items for | View All v Reset Pay All Return All
Account Check Issued Amount Paid Amount |ssued Date Payee Reason Pay Return Protected
CK 654 4232 $56.89 $56.89 04/26/2016 ABC Company Invalid Amount Correction Details

Fvoera 1124 sce on sce on WAIhien Flariine Chinn Mlme tmmiinsd

Figure 42: Positive Pay screen

2. Use the ViEw ITEMS For drop-down list to view all accounts or a specific account.

View/Work ARP items

View items for: = View All v
View All
Account q Cke54 mount:
[ Sk 1102 |
CK&54 5000 $250.00 $25.00
CK 654 5001 $1,000.00

Figure 43: View Items For drop-down list
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3. Use the available additional information to determine whether to pay or return an exception.

4. Selectthe checknumber (if available) to view images of the front and back of the check.

Rotate

. e 1023
P g Dote 2002087
Pay To The
Ownder OF = $ 0o
Sixty Dollars and 08/100 Del

) OVATION Frrr—

022309352 Wasws &ar 003023

e | Ll LEE :

5. SelectDETAILS to view additional information about the item, including the exception reason.

Details of 5000 x

Account Name: CK 654
Check Number: 5000
Amount: $25.00
Payee: 4nd Bros Inc
Source Of Entry: Manual
Exception Reason: Invalid Amount
Updated By:
When Updated: 12:00:00 AM
Updated From Workstation:
Protected(Y/N): N
DDA Batch Number: 0001

DDA Sequence Number: 0000000003

Print Close

i

Figure 44: Details of anitem
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6. SelectCoRrrectioN if the exception was caused by an encodingerror. This link allows you to send a

message to ChoiceOne Bankindicating the error and the correct information.

Correction Request x

ENCODING ERROR

Account #: 654

Date Posted 5/23/16

Posted Check #: 5000

Correct Check #:

Incorrect Amount: | 25.00

Correct Amount: 250.00

Payee: and Bros.

DUPLICATE CHECK REQUEST

Amount Posted

Payee:

Phone Number

Comments:

Submit Cancel

Figure 45: Correction screen

7. From the View/Work ARP Items list, select PAy or RETURN for the item.

TIP

If you are performing the same action to everyitem on the screen, then select PAY ALL or RETURNALL. During
the start/stop time for working check and ACH exceptions (item is not in protected status), select RESET to
revertthe selectionsto what was previously established. Outside of the start/stop time for working check
exceptions (itemis in protected status), PAy AL, RETURN ALL, and REeseT are disabled and SumIT does not
appear.

8. SelectSusmIT.
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Downloading Reconciliation Files

View and download reconciliation files created by your financial institution in Online Banking. These files may

contain information such as cleared and outstanding items.

1. Openthe DownLoAD ARP FILES screen.

Download ARP Files
View download for CK 258

File Name: -

Description:

PDCK85258 Paid Checks Download

Figure 46: Download ARP Files screen

2. Use the VIEw DowNLOADS Fordrop-down list to selectthe accountto view files for.

3. Selectthe desiredfile,select DownLOAD, and then follow the instructionsto view or save the

information.

e Untitled - Notepad
File Edit Format View Help
#45654 DAILY CLEARED ITEMS

0000045654 02022 0BLRA365 0BBBB365 Sandy 516
0000045654 02023 00000245 00000245 Morgan T 516
0000045654 02024 00000542 00011542 Joe 516
0000045654 02025 00001544 00001544 Brad 516
0000045654 02026 0BLRLV265 0BBRV265 Jen __..__ 516
0000045654 02027 0000500 000500 Angie ~ 516
0000045654 02028 000BE1603 00088103 Gary T 516
0000845654 030060 ©0ODOOCE V150000 516
00038 0000164564 CLEARED ITEMS

Figure 47: Downloaded ARP file

Editing File Upload Format

Before uploading a delimited or fixed position file to Online Banking, you must establish an upload format.

Upload formats tell the system where certain information is contained within the file's fields.

There are two ways to create a delimited file. You can separate the fields with a comma (,), dash (-),
semicolon (;), or tab indent. You can also create delimited filesin Microsoft® Excel® by saving the file with a

.CSV extension.
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Figure 48: Sample CSV files with a variety of delimiters

& Sample CSV3-Notepad - O HESM| |7 Sample CSV3 - Notepad - O
File Edit Format View Help ‘ File Edit Format View Help ‘
f28110,25000, b ,2/6/2015 28110-25000- . -2/6/2015
28111,30100, 1,2/6/2015 28111-30100- 1-2/6/2015
28112,87490, ,2/6/2015 28112-87400- -2/6/2015
28113,67800, ,2/6/2015 28113-67800- 1-2/6/2015
28114,10000, ' ,2/6/2015 28114-10000- ' -2/6/2015
28115,2398, ,2/6/2015 28115-2398- 1-2/6/2015
28116,87690, ,2/6/2015 28116-87690- -2/6/2015
28117,25000, ,2/6/2015 28117-25000- -2/6/2015
28118,14300, 1,2/6/2015 28118-14300- -2/6/2015
28119,9000, 4 2/6/2015 28119-9000-/ -2/6/2015

S ~ et TN el TN o - R
) Sample CSV 3 - Notepad - = ) Sample CSV 3 - Notepad =8
File Edit Format View Help File Edit Format View Help }
28110;25000; re 1;2/6/2015 28110 25000 l 2/6/2015
28111;30100; 132/6/2015 28111 30100 2/6/2015
28112;87400; ;2/6/2015 28112 87400 2/6/2015
28113;67800; ;2/6/2015 28113 67800 2/6/2015
28114;10000; t 32/6/2015 28114 10000 | 2/6/2015
28115;2398; ;2/6/2015 28115 2398 2/6/2015
28116;87690; 32/6/2015 28116 87690 2/6/2015
28117;25000; 32/6/2015 28117 25000 2/6/2015
28118;14300; 132/6/2015 28118 14300 2/6/2015
28119:9000: 4 2/6/2015 2811Q anon b ram01s

Information in a fixed position file is in a specific position of a line. In this example, the issue date begins at

position 1 and ends at position 6, and the item number begins at position 8 and ends at position 11.

“I] Sample Fixed Position - Notepad = ©

 File Edit Format View Help

p7e114 5110
070114 5111
070314 5112
070414 5113

Figure 49: Fixed Position file

00250
003e1
00874
080678

1. Openthe Edit ARP Upload Format screen.

2. Selectthe desiredformat from the SELECT UrPLOAD FORMAT TO EDIT drop-down list.
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Edit ARP Upload Format

Select Upload Formart to Edit: = Select Option... v

Select Option...

| Delimited
| Fixed Position

Figure 50: Edit ARP, Select Upload Format screen

3. Selectwhetheryou are creating a format or editing an existing one from the SELECT [FORMAT TYPE]

FORMAT TO EDIT drop-down list.

Edit ARP Upload Format

Select Upload Format to Edit: = Delimited v
Select Delimited Format to Edit: | Select Option... v
Select Option...
Add New...

Default Delimited

Figure 5134: Edit ARP, Select Option...

4. Complete the necessary fields for your selected upload format, and then select SAve.

Upload Format Fields

Complete the following fields based on the type of upload format you are editing.

DELIMITED FORMATS

Based on the file you are uploading, selectthe location of and complete the following fields.

NOTE
Not all fields that appear on the Abb New DeLiMITED FiLE UPLOAD FORMAT screen are required.
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Add New Delimited File Upload Format:

FormatName:  Operational Format

AccountNumber:  Select ~

Account Type: Select ~ Chk: Sav: Christmas Club: GL:
Debit/Credit:  Select ¥ Debit Indicator: Credit Indicator:
item Number: 1 y
Item Amount: 2 o
Issue Date: 3 v Date Format: v
Void Date:  Select ~ Date Format: v
Payee: | 4 g

Payee Address 1:  Select ¥
Payee Address 2:  Select ~
Payee Address 3:  Select ~
Payee Address4: Select ~
Void Indicator:  Select ~ Yes Indicator:
Stop Indicator:  Select ~ Yes Indicator:
Amount Format:  Default (No For  ~
Field Delimiter ~ Comma (,) Y

Text Qualifier None .

Save Reset Cancel

Figure 52: Add New Delimited File Upload Format screen

Format Name

Enter the name of the format. Because you can create multiple formats, enter a unique format name.

Add New Delimited File Upload Format:

FormatName: Operational Format

Figure 53: Format Name

Date Format
If your file contains a date, then select how the date appears.
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Issue Date: 3 v Date Format: v
Void Date: Select ¥ Date Format yymmdd
yyddmm
mmddyy
Payee: 4 v mmyydd
ddmmyy
ddyymm
Payee Address 1:  Select ~ yyddd
dddyy
Payee Address 2:  Select ~ V¥yyddd
j ress Z: elec ddd'y"y","y’
yyyymmdd
o
Payee Address3: Select ~ Wﬁ%
ddmmyyyy X

Payee Address4:  Select ~

Figure 354: Date format selection

Void Indicator

If your file contains voided items, then enter an indicator for those items. For example, enter Vor Voib to

indicate void items.

Void Indicator: 9 v Yes Indicator: V

Figure 36: Void indicator

Field Delimiter

Determine how fields in the file are delimited. The available options are:

=

Comma (,)
Dash (-)
Semicolon (;)
Tab

Comma ()~

Dash (-}
SemiColon (:)
Tab \

Text Qualifier

Figure 56: Field Delimiter selection

Amount Format
Determine whether decimals are used for dollar amount in your file.
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Amount Format: | Default (No For

Deta 0 0 3
Field Delimiter | Decimal Included

v

Decimal Not Included

Figure 57: Decimal Selection

Text Qualifier

Indicate how the file’s text is distinguished. The available option are:

None
Double Quote (““)
Single Quote (“)

Text Qualifier  None v

Double Quote (""')
Single Quote (')

-Figure 58: Text qualifier selection

FIXED POSITION FORMAT

Based on the file you are uploading, selectthe location and complete the following steps.

Edit ARP Upload Fomat

Add New Fixed Position File Upload Format:

Format Name:

Begin End
Account Number: 0 0
Account Type: | 0 0
Debdit/Creg: 0 0
Item Number: 0 0
Item Amount: 0 0
Issue Date: 0 0
Void Date: 0 0
Payee: 0 0
Poyee Address1© 0 0
Payee Address2: 0 0
Payee Address3: 0 0
Payee Addressd: 0 0
Void Indicazor- 0 0
Stop Indicator: 0 0

Amount Formar:  Default (No Format Validation) ~

Chk:

Debit Indicator.

Date Format.

Date Eormat

Yes indicator

Yes Indicator

Christmas Ciub:

Credit Indicator:

[2]

Cancel

Figure 379: Fixed position format
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Format Name
Enter the name of the format. Because you can create multiple formats, enter a unique format name.

Add New Fixed Position File Upload Format:

Format Name: Oper

Begin End

Figure 60: Format name entry

Date Format
If your file contains a date, then select how the date appears.

Issue Date: 0 0 Date Format: »

Void Date: 0 0 Date Format: yymmdd
yyddmm
mmddyy
Payee: 0 0 mmyydd
ddmmyy
ddyymm
Payee Address1: D 0 yyddd
dddyy
¥yyyddd
Payee Address2: 0 0 dddyyyy
yyyymmdd

Payee Address3: 0 0 mmddyyyy
ddmmyyyy

Figure 6138: Date Format

Void Indicator
If your file contains voided items, then enter an indicator for those items. For example, enter V or Void to

indicate voiditem.

Void Indicator: 68 68 Yes Indicator V
.Figure 62: Void Indicator selection

Amount Format
Determine whether decimals are used for dollar amount in your file.

Amount Format:  Default (No Format Validation) ~

Default (No Format Validation)

Decimal Included
Decimal Not Included

Figure 63: Amount Format; decimal selection
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Positive Pay ARP File Upload

Use the UpLoAD option to upload ARP files. You can also use the open input option or upload ARP files

manually.
UPLOADING AN ARP FILE
1. Openthe UpLoAD option.

Upload ARP Files
Select the type of file you want o upload to identify the field and
position placement for your file. Once this layout is established,

this format will be the default layout for uploaded files of this
type.

Enter the name of the file you wish to upload (some browsers will
provide a Browse button to help you find the file). Click the
Upload button. if you are consistently having trouble uploading
your file, try the 'Open Input’ method.
Upload File For: = CK 500 b
Upload File Type: = Saved Upload Format N
Saved Format: Default Delimited
| Choose File | Sample4 CSV.csv

NOTE: Maximum upload file size is 4052 MB.

Upload

Figure 64: Upload ARP Files screen

2. Complete the UpoaD ARP FiLEs fields:

a) Selectthe desired accountfrom the UpLoap FiLE For field.

b) SelectSavep UpLoAD FORMAT from the UpLoAp FiLE Type field.

c) Selectthe desiredformat from the SAVED FORMAT field.
d) SelectCHoosE FiLE and locate the desired ARP file.

e) SelectUprLoAD.
After the file uploads, the status changesto ViEw DETAILS.

3. SelectView DETAILS.
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File Upload Status ¢ ViewS | 10| 20 | 50 | 1€0 | All

File Name Format Type Related Account Upload Date v

5/23/2016 10:16:31

Sampled CSV.csv Delim ARP CK 500 AM

CR Payrcilach NACHA ACH N/A 5/20/2016 8:43:17 AM Uploaded

Refresh List

Figure 65: View Details

4. Reviewthe items and verify that the information is correct,and then select ApPROVE.

Upload Results (7. View' 10 | 20 | 30 | 100 | Al

Status Check Number: v Date Issued. Payee: Amount
DTS SR 04/26/2016 And Bros Inc $2,140.00
SocEsR 00000014001 04/26/2016 Jones $301.00
Successful 00000014002 s = om
St 00000014003 04/26/2016 Sue $678.00
e 00000014004 04/26/2016 And Bros Inc $100.00
eSS 00000014005 04/26/2016 Jones $23.98
Successful 00000014006 s e .
Successful 00000014007 IRt o —
g et 04/26/2016 Jones $153.00
Successful 00000014009 04/26/2016 Al $90.00
Totel: 10 check(s) $15,216.88

Approve Cancel

Figure 66: Review items and Approval screen

USING THE OPEN INPUT OPTION

If you experience problems while uploading your delimited or fixed position files, then use the open input

method to upload files.

1. Openthe UpLoAD option.

2. SelectOpeN INPUT from the UpLoaDp FiLE Type field.
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Upload ARP Files (7

Select the type of file you want to upload to identify the field and
position placement for your file. Once this layout is established,
this format will be the default layout for uploaded files of this
type.

Enter the name of the file you wish to upload (some browsers will
provide a Browse button to help you find the file). Click the
Upload button. if you are consistently having trouble uploading
your file, try the 'Open Input' methad.

Upload File For: CK 500 ¥
Upload File Type: = Saved Upload Format o
Saved Uplcad Format
Saved Format: Manual Entry
Open Input

Choose File | No file chosen

NOTE: Maximum upload file size is 4052 MB.

Upload ‘

Figure 397: Upload ARP Files

3. Selectthe accountyou are uploading to from the UpLoaD FiLE FoRr field and selectthe desired format
from the Savep FormAT field.
4. Openthe file you want to upload in a plaintext editor. For example, Notepad.

Copy the contents of the file, and then paste them into the empty text field.

o

Upload ARP Files :

Open the file you wish to upload in a tex: editor {such as Notepad
in Windows). Select the entire contents of the file. Copy the file
using the appropriate method for your computer (Ctrl-Cin
Windows). Paste the contents of the file in the entry field below
(Ceri-V in Windows). Click the Upload button.

Upload File For: | CK 500 g

Saved Format: Default Delimited V.

74342 25000 SMITH 3/9/2816
74341 3e1ee S CORP. 3/9/2816
74342  B74e0 SUPPLIES 3/9/2816
74343 67400 AND CO. 3/9/2816
74344 1ege0 ELECTRIC 3/9/2816
74345 2398 PLUMBING 3/9/2816
74346 87690 INDUSTRIES 3/9/2816
v
Upload ‘ Cancel

Figure 68: Open entry field

6. SelectUprLoAD. Afterthe file uploads, the status changes to View DETAILS.
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7. SelectView DETAILS.
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File Upload Status

ViewS | 10| 20

File Name Format Type Related Account Upload Date v
23/2016 10:16:31
Sampled CSV.csv Delim ARP CK 500 5&3/-01:;\.‘10,16,3‘
ERayriach NACHA ACH N/A 5/20/2016 8:43:17 AM Uploaded

Refresh List

Figure 409: View Details selection

8. Reviewthe items and verify that the information is correct, and then select ApPROVE.

Upload Results View 10 | 20 | 50 | 100 | Al

Status Check Number v Date Issued Payee: Amount
Successful 00900014000 04/26/2016 And Bras inc $2,140.00
Successful 00000014001 04/26/2016 Jones $301.00
Successful 00000014002 04/26/2016 Al $8,714.00
Successful 00000014003 04/26/2016 Sue $678.00
Successful 00000014004 04/26/2016 And Bros Inc $100.00
Successful 00000014005 04/26/2016 Jones $2398
Successful 00000014006 04/26/2016 Als $876.90
Successful 00000014007 0472672016 Sue $2,140.00
Successful 00000014008 04/26/2016 Jones $153.00
Successful 00000014009 04/26/2016 Al $90.00
Total: 10 check(s) $15,216.88

Approve Cancel

Figure 70: Approving Upload Results

ENTERING AN ARP FILE MANUALLY

1. Openthe UpLoAD option.

2. SelectManual Entry from the UpLoaD FiLE Type field.

Member

FDIC

57
choiceone.com e cash manager support (616) 887.2332



choice2ne

Upload ARP Files (7))

Select the type of file you want to upload to identify the field and
position placement for your file. Once this layout is established,
this format will be the default layout for uploaded files of this
type.

Enter the name of the fife you wish to upload (some browsers wil
provide a Browse button to help you find the file). Click the
Upload button. If you are consistently having trouble uploading
your file, try the 'Open Input' method.

Upload File For: CK 500 b

Upload File Type: = Saved Upload Format .

Saved Upload Format
Saved Format:
Open Input

| Choose File | No file chosen

NOTE: Maximum upload file size is 4052 MB.

Figure 71: Manual Entry selection of ARP files

3. Selectthe desired accountfrom the UprLoAD FIiLE For field.

4. Enter the item information into the table. Enter up to 11 items per page.
5. SelectUprLoAD. Afterthe file uploads, the status changes to VIEw DETAILS.
6. SelectViEw DETAILS.
7. Reviewthe items and verify that the information is correct, and then select ApPROVE.
Upload ARP Files
Upload File For: CK 500
Check Number;  Date Issued Check Amount Type: Payee

1 1233 05/232016 E 100 00 Debit v Allen B

2 23 Debit

3 (%) Debit

4 E Debit

5 (=) Debit

5 =) Debit

7 &) Debit

8 E Debit

9 =) Debit

10 = Debit

1 '2" Debit

12345878
Upload Reset Cancel
Figure 72: Manual Entry screen
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ALERTS

Alerts can be set up for ACH activity, Wire activity and/or entitlement changes

Edit Event Alerts 0
Alert Type: When the following occurs: Alert Type: When the following occurs:

Email  Login _ Text Receiving incoming Wires Emall [ /Login [ Text Bill Pay Expiring Payments
Email ' Login . Text Receiving Incoming ACH Credits Email Login Text  Bill Payments Rejected
Email  Login _ Text Receiving incoming ACH Debits emall L Login Expiring Transfers
Email ' Login | Text Receivingincoming ACH EDI Email | /Login [ /Text ACH Batches Uninitiated
Emall _ Login ' Text Insufficient Funds (NSF) Email Login Text  Recurring Wire Trns Falled
Email | Login | Text Positive Pay Exceptions ¥ Email ¥ Llogin ¥ Text Recurring Wires Expiring
Email Login Text  Unmatched Recon ltems ¥ Email ¥ Login ¥ Text Wire Approval
Emall ' Login | Text Statements or Notices Emal [ /login | Text Wireadd change or delete
Emall | Login | Text Maturing Loans Y Email ¥ login ¥ Text  Recurring Wires Expired
Emall ~ Login _ Tea MaturingCD's Y Emal ¥ login ¥ Tea Recurring Wires Upcoming
Email | Login ' Text Receiving ACH exception items Emal | /Login | /Text Recurring ACH Batch Failed
Emal _ Login _ Text Bill Payments Paid Email Login Text  Recurring ACH Batch Expiring
Emal  Login | Text Bil Payments Failed Emal | /logn | /Text Recurring ACH Batch Expired

Login Transters Failed - NSF Email [Login [/Text ACH Batch Updated
Emall Login text  Transfers Expired Email Login Text  ACH Batch Pending Approval
Email Login | Text Transfers Failed - Restricted Email | /Login [ /Text Upcoming Recurring ACH Batch

Login ACH Batches Initiated < Email Login ¥ Text Entitiement Changed
Email | Login ' Text ACH Batches Processed Emall | /Login | /Text Email Address Change
Email Login Text  Wwes Transmitted Email Login Text  Mobile Number Change

Login Transfers Deleted - Closed Act Email Login Text  Admin Email Address Change
Email Login Text  Bill Pay Changed to Electronic Email Login Text  Admin Mobile Address Change
Email Login text  Bill Pay Changed to Check

submit 3  Cancel £

ACH Alerts

Recurring ACH batch failed
Recurring ACH batch expiring
Recurring ACH batch expired
ACH batch update

ACH batch pending approval
Upcoming recurring ACH batch

Wire Alerts

Recurring wire transfer failed

Recurring wire expiring
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=

Wire approval
Wire add/change/delete

Recurring wire expired

Recurring wires upcoming

Other

=

Entitlement changed

=

Email address change

=l

Mobile number change

=l

Admin email address changed

=]

Admin mobile address change
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BANK

| BILLPAY- PAYROLL

o Becairgtarme e

Speed up your payment scheduling!

| I | We can pre-load your billy based on payment history
R — | —

0 Attention Required:

1]

Bavments Awaiting Approval

Figure 73: Payroll Deposits selection

Payroll Setup Wizard

For those business usersthat are new to the product, and for those business users that are new to the Payroll
Deposits feature, the “Payroll Setup Wizard” will appear to assist with the initial payroll deposit setup. This

setup wizard will walk the business user through a simple three step processas is outlined on this screen.

Step 1-Setup the payroll schedule.

The business user will enter the required data on this screen and select SusmiT.

Payroll Setup Wizard

Setup a Payroll Schedule

* Required Field

Setup Payroll Schedule

Payroll Information

Select payflom account: If the scheduled payroll date falls on a
IP"“"V Account weekend or holiday, what would you like to

do?

C  PayBefore C  PayAfter

Payroll frequency: *
| weekly

on

| Select day of week

First Pay Date: *

D)

Figure 74: Step 1 of Payroll Wizard
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Step 2-Adding employees.

To initiate this processthe business user should selectthe Go THERE NOW link in the “Step 2” window.

Payroll Setup Wizard

Setup a New Payroll Schedule

Payroll Information

Step 1is now complete.
Pay From: Primary Checking

Frequency. Monthly on the 1st

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

Figure 415: Step 2 - Go there now

Payroll Setup Wizard

Step 2: Add Employees

You ha uccessfully
completed ayroll
Schedule u ready to
add your emp! s?

PP Go there now

Add New Employees

Employee Information

First Name:*

Last Name:*

[ ]
[ |
Employee ID Number:* | ]
[ |

Email Address:™

Employee Status:™ Active ¥
Pay Type:” Hourly X

Employee Account Information

Did you know?

* Recuired Field

Would you like the deposit to be split between two accounts? ¢ Dontsplit  Spiit

Single Account

Deposit Account Number ™

[ 1l
Caonfirm Account Number * [ ]
Deposit Account Routing Number ™ [ ]
Confirm Routing Number * [ 1
Account Type ™ Checking ~

Figure 76: Step 2 of Payroll Wizard

After initiating the “Add employees” function the business user will be diverted to this screen. From this

screen, the business user should add the required information regarding each employee to be added.

c save and add another

—
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Step 3- Schedule a Deposit.

To initiate this step the business user should selectthe ScHEDULE PAY DAY link

Payroll Setup Wizard

Add New Employees

Employees

Step 2 is now complete,

Alan Cook View details
Don Kilby View detail
Cathy Jones Vigw details

Go to Payroll Deposits
PP Schedule Pay Day

—

Figure 77: Step 3 - Schedule a Pay Day

After initiating the “Schedule a Deposit” process the business user will be diverted to this screen. Fromthis
screen, the business user can schedule a payroll deposit to their hourly employees, salary employees and
contractors. After entering the information, the business user should submit the information for the payroll

deposit function to be executed.

Payroll Setup Wizard

Schedule a Regular Payroll
Pay Day Information

Regular Pay Date: 1012007 Pay dates ara basac on the frequency solacted whan the Paviall Schadule waz made,

Pay itom Account; [Frimary Cheching ]

Hourly Employees

B Al Cook o T | s
¥ Do Kby 3[ ] i ] s
Moy Sub Total §
Salary Employees
¥ Cathy Jonas s 10200 i $100.200.00

Salary Sub Total $100,200.00

Contractors

™ Rick Sirpson ; C —

Comtractor Sub Tetal §

Mourly Sub Total §
Salary Sub Total §

Conmractor Sub Total $

Figure 78: Schedule initial Payroll
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Payroll Deposit Landing Screen

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

» P mpl

*  Employee Information

»  Edit Pavioll Schedule

»  View Scheduled Deposits
»  View Payroll Histary

Payroll Deposits

My Company LLC

Monthly on the 151 ! @ You have messages waiting

0 Attention Required:

Payroll Deposits Awalting Approval

Figure 79: Payroll landing screen

When the business user selects the Pay EmpLOYEES feature they will be presented with this dropdown menu

of choices: REGULAR PAY DAY and EXTRA PAY DAY.

* PayEmpl

Payroll Deposits

* R P
* Exira Pay Day
My Company LLC * Emplovee Information
»  EditPavroll Schedule
Employees 5 View [ Edit Add N
Payroll Schedule Monthly on the 151 Edit > w Pavroll H
Vi View
53 YA 1535570 1 s @Ym ave Messages waiting
! Schedule
Extra Deposit 15 8 Schedyle 0 Attention Required:
Last D,ef-”;',':“l 3 > 5 - Ll o 2 View Payroll Deposits Awaiting Approval
Figure 80: Pay Employees drop down
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Regular Pay Day

When choosing to schedule aRegular Pay Day, the business user will be diverted to this screen. From this
screen, the business user must enter the required information and submit it for processing. A regular pay day

uses the predefined effective date and advances the payroll to the nextpay period.

choice2ne

Davonsnts « Pavioll Deposils » Pay Employees: Regular Payroll

Schedule a Regular Payroll

Payroll Information

Regular Pagt ol Date:

Pay trom Accoumnt:

Hourly Employees
M Aan Cook
M Don Kilby

¥ Frank Murply

Salary Employees
lar

F Catyy Jones

Contractors

I Rick Singson

n

11012007

'Pﬂmnrv Chacking -l

n ;‘ 3

Crmployes It
fAplit Amount
Meme/Comanant

‘1 Cmpleyes I
SRt Amount
Mgme/Camamant

) Binploges ID
Sl Am purt
Marme/Cormemand

Howely Subs Total §

s[ "]  $100,20000  Empleyein

Split Amsunt
Meme/Commmant

Salary Sub Totad §100,200.00

Contractor Sub Tetal §

Hoaprly Suly Torad 8
Salary Subs Totad §
Commactor Sab Total 4

Depostt Tetal §

Fawiolt dates a1 based on the te guency selncted when the Fayroll Schecdule s made

Figure 81: Regular Pay Day screen

65

choiceone.com e cash manager support (616) 887.2332

Member

FDIC



choice2ne

Extra Pay Day

When choosing to schedule an Extra Pay Day, the business user will be diverted to this screen. Fromthis
screen, the business user must enter the required information and submit it for processing. An extra pay day

allows the business user to choose the effective date and does not advance to the nextpay period.

Schedule an Extra Pay Day

Pay Day Indanmnation

Pay Doy Descriptiore : N2 same it not grean e Bcha Bay Dy Nama whi b4 idarsitiad by the date
YOU St Delowe,

Select o ExuaPay Day: |

Pay From Accoun: IP“"‘"" Owcling ™

Place a check mark naxt 1o e einpdoyes your wish te pay and 18 m amsimis,

Hourly Employees
[T Man Cook ASHT § $p R Amot W3
f—r Meme'lommaest add
. 7245 el SHR Amcaat W
[ Don Killy ) — MemWSommask Asd
TarEs Spe Amonet w0
[ Frank Murply i MemwCommest  Add
Howtly Suhy Totad §
Salary Employees
Ma - L J 1
5743 [ z SpR Amcast W
™ F.?ny.lones  — MemwTommest  Adg
Salary Sub Totai §
Contractors
Nart I i
™ Rick Simpsoo bt LY $! v \
Last P eI e WS Eame Bid

Comtiactor Sut Total §

Hourly Suby Total §
Salwy Sub Totad §
Conttactor Sub Total §

PayDay Total §

Figure 422: Extra Pay Day screen
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Employee Information

When the business user chooses EMPLOYEE INFORMATION they will be presented with a dropdown menu of

information that includes the ability to add new employees and view/edittheir employees.

Payroll Deposits ¢ Rt

»  Employee Infarmation
* Add New Employes
My Company LLC * Vigw ! Edit Emploves

»  Edit Pawoll Schedule
2 AR »  View Schadyled Deposils
»  View Payroll Mistory

Monthly on the 151

@ You have messages waiting

Schedule 0 Attention Required:
Last Deposit 1110172007

View

Payoll Deposits Awading Approval

Figure 83: Employee Information

ADD NEW EMPLOYEE

When selecting the Abb NEw EmpLOYEE feature the business user will be diverted to this screen.In order to add

new employees, the business user should enter the required information and submit this information. After

adding the new employees, the business user will now be able to schedule payroll deposits to the new
employees.

: Add New

1 IR

* Raqund Pt

Employee Information

First Name: *

Did you know?

Last Name: *
Empioyee ID Number *

Emat Adoress

Empioyee Status: * Active &

Pay Type Hourly =

Employee Account Information

Would you Wk 1o split the depost between twa bank & Dontsol o solt
accounts?

Single Account

Depost Account Number. *
Confim Account Number. *
Depost Actount Routing Number
Coafim Rouing Nurnber *

Accourt Type:* [recing 3

c back o submit

Figure 84: Add New Employee Screen
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VIEW EDIT EMPLOYEE

When selecting the ViEw/EbiT EMPLOYEES feature, the business user will be diverted to this screen. From this

screen, the business user will be able to view their employees’ details, edit their employees’ information, and

delete their employees. Employees can be viewed in categories such as hourly, salary, contractor and all
employees.

Show Employees:
@ Actve  Deactivated © Both c dd smpioves

Alon Cook tove 020272007

Active 021022007

Jack Jolmson 02202007

Figure 85: View/Edit Employees screen

View Details
When selecting the ViEw DeTAILS option the business user will be presented with this pop-up layer.The

business user can view the last 4 digits of their employeesrouting and account numbers, their accounttype,
email address, and last paid amount.

Sott B 5 Shaw Employees:

add employee
Kame 2 @ Active C Deactwated © Both o

Hide Dutail
Alan Cook TTASET Active 020212007 Edi

Seadtients

ount: $800.00

Do Kily 8896 Active 02/0212007

Jack Johmson rgses Active 0212012007

Deagtivate

—

Figure 86: View Details Screen
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Edit
When selecting the Edit Option the business user will be presented with this pop-up layer. The user may edit

the visible fields and select Next.

Employees

Fir st Namo
o s Last Nome
Employee ID Number

Email Address

Employee Status
Pay Type

Employee Account Information

YYould you like the deposd to be split

Dont spl Sp
betwaen 2 bank accounts? 00T (S Op

Jack Johnson

Cancel Nexd

Figure 87: Edit Details

After selecting “Next” the business user will be presented with this pop-up layer. The user may enter the

employeesaccountand routing numbers on this layer.
Employees
~

Sort En 2 Single Account * Reguired Fiald o
Nome = —_ - add employee

Deposit Account Number: *

Confirm Account Number *
Vigw D g
£44
Dogstivate

Deposit Rowling Number

Canfum Routing Number

Account Type * View Dataily

Cancel

Jack Johnson 3888 Active 0212072007

Deagtivate

Figure 88: Edit employee account information
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Deactivate
When selecting the DEACTIVATE option the business user will be presented with this pop-up layer. The

message on this layer warns the user that deactivating the employee will stop their scheduled payroll

deposits.

Employees

Show Employees:
@ atve C Deacteated © Both

Alan Cook 021022007

Are you sure you want 1o deactivate this
employee? Deactivating an employee will stop
any scheduled payroll gaposits

([ Ve

Jack Jolmson

Figure 89: Deactivate Employee

Edit Payroll Schedule

Business users can edit their payroll schedule fromthe payroll deposits landing page. A business user can

initiate this type of editby selectingthe EbiT PAYROLL SCHEDULE feature.

» PayEmplovees

» Employee Information

» dit Payroll Schedul

»  View Scheduled Deposits

5 ____ View/Edit Add > View Payroll Hi

Payroll Deposits

My Company LLC

Monthly on the 1st @ You have messaqges waiting

View Scheduled Deposits ‘ View

Next Deposit 1210152007 Schedule 0 Attention Required:
Extra Deposit 03/15/2008 Schedule Payroll Deposits Awaiting Approval

Last Deposit 11/01/2007

Figure 9043: Edit Payroll Schedule
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When selecting the EpiT PAYROLL ScHEDULE feature, the business user will be diverted to this screen. From this

screen, the business user will have the ability to edittheir pay from account, their payroll frequency and

whether they want their payroll to be processed before or after weekends and holidays.

Bl - v

Edit Payroll Schedule

Current Payroll Schedule

Important Information!

Pay From: Primary Account : ing the current Payroll
Y ayroll Depo .
Frequency: Monthly on the 15t and you will need to hedule them
based on the changes made here
First Pay Date: September 1, 2007

Stop the current payroll schedule and start a new one.

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

| Select pay trom accourt ~] If the scheduled payroll date falls on a weekend o
holiday, what would you like to do?

Payroll frequency: * € PayBefore PayAfer

| Select Frequency |

cancel o save

Figure 441: Edit Payroll schedule

View Scheduled Deposits

Business users will also can view their scheduled deposits. To view their scheduled deposits, the business

user should selectthe ViEw ScHEDULED DePosSITS feature.

- . Pay Emplovees
Payroll Deposits %
»  Employee Information
»  Edit Payroll Schedule
»  View Scheduled Deposit

View J Edit Add > View Payroll History

My Company LLC

Monthly on the 1st Edit @ You have messaqes waiting

View Scheduled Deposits View

Next Deposit 12i0142007 ) Schedule

Extra Deposit 03/15/2008 Schedule

Last Deposit 11012007 View

Figure 92: View scheduled deposits link
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After selectingthe View Scheduled Deposits feature the business user will be diverted to this screen. From
this screen, the user can view their payroll deposit history, as well as their payment, transfer and all

transaction history.

Click folder to move to larger view v

Payroll Deposits

All Transactions

W Maximize View W Search Filter

Pavroll Narme

Payroll 11/01/2007

Transfers
$102,200.00 1043042007 View Details

October 2007 Bonus
$1,000.00 1140142007 View Details

Payroll 12/01/2007

$102,00000  12/01/2007 view Details

e b6 10
Tore was ou

Subtotal $204,20000 Primary Account *™*1234

Subtotal $1,00000 Secondary Checking ™ 5678

Total $205,200.00

Figure 93: View Scheduled deposits

View Payroll History

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

payroll history the business user should selectthe View PAyroLL HisTORY feature.

. 1 Pay Employees
Payroll Deposits ®
» Employee Information
»  Edit Payroll Schedule
My Company LLC > W sdul it
5 View/Edit Add > View Payroll History
Monthiy on the 1t @ You have messages waiting
View Scheduled Deposits g <
Next Deposit : ~ 12/01j2007 sehe 0 Attention Required:
Extra Deposit 03/15/2008 Se Payroll Deposits Awalting Approval
Last Deposit __11/01j2007
Figure 454: View Payroll History link
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When selecting the VIEw PAYRoLL HiSTORY feature the business user will be diverted to this screen. From this

screen, the user can customize their search to view their payroll deposit history, payment and transfer

history, and all transaction history.

- Click folder to move to L ger view w
Payroll Deposits

All Tansactions

W Maamize View w Search Filler

Trarsfers

» How do | search? View Options
Process Date Range: Transaction Status:

Us#s the menu to the night to ILN Ninety Days El IVWM ﬂ

O1der By:
Process Dote v

set the view oplions

Arrange:
ID\':scendng vl

# of Records to Return

ISQ vl

r View in spreadsheet

Figure 95: View options for Payroll History
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