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The screens you will see in this guide were made for demo purposes only, and
may contain unrealistic payment and payee information. If you have questions
that are not addressed in the tutorial, please contact Treasury Management
Client Support at 1.800.839.2801.
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BUSINESS BILL PAY USER GUIDE

Welcome to BankNow Treasury Services
Business Bill Pay!

Texas Capital Bank’s Business Bill Pay solution within BankNow® Treasury Services
provides the tools your business needs to manage your vendor payments in a timely
manner. Our solution is ten times safer than mailing checks to your vendors*. You have
full control over your accounts payable and user permissions. Business Bill Pay is

proven to reduce your operating costs and minimize the time required to pay your bills. It
significantly reduces the risk of human error and late payments and most of all, its secure,
fast and easy!

Our Business Bill Pay Solution offers all the features you need to manage your
company’s bills and resources:

Single and Recurring Payments
0 Send electronic payments to vendors.
0 Expedited payment option.
o Payment activity calendar.
« Transfers
o Transfer funds to other institutions.
o Single and recurring transfers.
« Multi User Access
0 Role based permissions.
Dual signature accommaodation.
Permissions by specific payees.
Permissions by specific accounts.
Transaction caps at the payee level.
Payment activity calendar.
o Single and recurring transfers.
« Extensive Administrative Reporting
« eNotifications
+ Plus much more

OO0OO0OO0O0

The purpose of this user guide is to walk you through each of the features and functions
of the Texas Capital Bank Business Bill Pay solution.







Logging into Business Bill Pay

To access Business Bill Pay, login to BankNow® Treasury Services and click on the
Bill Pay tab.

TTAL BANK™

Account Summary

0 New Message(s)
0 item(s) Awaiting Approval
0 Positive Pay Exception(s)

Account Summary

Commercial Checking Accounts - $433.50

Follow the on screen instructions.

&) TEXAS CAPITAL BANK™

Access Bill Pay Services

To access Business Bill Pay, click here.

Business Bill Pay will appear in a different window. When you have finished using Business Bill Pay, please make sure
you end your session by logging off the Business Bill Pay system.

Please remember, your BankNow™ Treasury Services session will still be active and you may be notified that your
BankMNow™ Treasury Services session may time-out while using Business Bill Pay.
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At the first login, the before you get started...screen will appear. This screen will only
appear once, at the first login.

On this screen you are required to:

After entering this information, select the Submit button to gain access to your Business
Bill Pay account.

Select three additional Challenge Prompts.
Confirm your email address.

Provide your security key.

Accept any disclosure statements.

before you get started...

|p complete challenge prompts

Terms & Conditions

[3¢] close

XK. BUSINESS BILL PAY SERVICES - From Treasury Management Master Services

IChuusea Challenge Phrase d IChuusea Challenge Phrase
Il.".huoseﬂ Challenge Phrase j IChuuseﬂ Challenge Phrazse

[» provide security key
I =
[Fewvs

| accept disclosure change

Check the bax belowy to accept Terms & Condifions
View Disclosure Agreement

™ IAccept

Agreement

A ELIGIBLE ACCOUNTS
Account types eligible for enroliment in the Business Bill Pay Senvice includes those
arcounts nowverned hv Federal reanlation as a fransaction account such as a checkinn

B. RIGHT TO LIMIT PAYEES

Bank reserves the right to restrict Payees or Payee categories to which payments are made
through the Business Bill Pay Senvice from time to time. Any loss Customer incurs as a
result of such payments, including, but not limited to, additional penalties or fines, is
Customer's sole responsibility.

C. TRANSACTION LIMITATIONS
Customer's total transaction limit on which payments may be scheduled from Customner's
account(s)is equal to the available balance in Customer's account(s), but may not exceed
$99,999.99 each Business Day.

The maximum amount for each transaction may not exceed $10,000.00 for each
transaction. Without limiting the foregoing, Customer may request a transaction amount
greater than $10,000.00. At our discretion, such request may be granted when certain
conditions exist, including, but not limited to, the available balance in Customer's account(s).

D. PAYMENT DUE DATES

B

j
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The Options Tab

wWelcome: Laurie Smith
logout
Your Email: lsmithé@idemo.com G home @ open 0 log

Last Login: 8:37 AM EST 1241872008

OPTIONS

— il

Company Profile M @Youhave messaqges waitin
Manage

Y R — . N—

8:46 AMEST © Copyright 2009 Version 2.0

On the Options Tab, you may have the ability (with correct permissions) to:
« Update your company’s profile.

« Manage your company’s bill pay accounts (the pay from accounts).

« Manage users of your company’s business bill pay product.

« Generate reports.

« Manage your company’s e-Notifications.

« Update your personal profile.

Each of these functions is covered in detail on the following pages.
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Change Company Profile

Enter Challenge Responsse Closa

T'e o o el pileas smle Hhe
cres] ¢ lualisge | S uprane

Before accessing the Company Profile option, you must first correctly answer a
Challenge Prompt.

This Challenge Prompt will be randomly selected by the system from the list of 4 or more
Challenge Prompts that you created during your enroliment, or when you were added as
a business user.

After correctly answering the Challenge Prompt, the Change Company Profile screen
will appear.

-10 -



Options Tab

Options - Change Company Profile

Change Company Profile

Company Name: Cash Enterprises
Address™ [123 any Street
|5ute #443
City*, State®, Zip Code  [Eizabetitown [Kentucky oz iz
Phone Number:* IZT' [sss—' W
Fax Number™ IT [5? IF

‘ Require Dual Signatures: (& On C off I~ Force PIN Changes: ]Weekly E

The Change Company Profile screen allows you to update your company’s:

Street address

City

State

Zip code

Phone number

Fax number

Requirement for dual signatures

After modifying the desired information, click the Submit button.

-11 -
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Manage Bill Pay Accounts

Welcome: Laurie Smith
chat logout
Your Email: Ismithéidemo.com G home @ open 0 log

Last Login: 8:37 AM EST 1241872008

ﬂ

R - | —
Manage ‘ ]

8:46 AM EST © Copyright 2009 Version 2.0

Click the Manage Bill Pay Accounts button.

m:;-ms.mn G"""' m 1t open elnout

Last Logne 8:37 AM EST 12A82008

COptions « Manage Bill Pay Accounts

l]'ﬂl Pay Accounts Add New Account

Nicknarne Account Mumber Account Type Stalus Defaull

Hobby Account | . : Approved = Edit

Fayroll Cancel Submil Approved (8 Egit
Ralate

Primary Checking ——aaT Checking Approved W Edit

Detault Account Delaty

Select Edit to modify the pay from account’s Nickname. After modifying this information,
click the Submit button.

-12 -
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Delete Bill Pay Account

Select Delete to remove the pay from account.

— —
Qptigns « Manage Bill Pay Accounts
Bill Pay Accounts Add Hew Account
Micknarne Account Numbar Account Type Statu Default
Payott  wee 1234 Checking Approved [ Edit
Detault Account Dalete
Primary Checking P Checking Approved - Edit
Dalste
hmipartart:
The below are scheduled 1o process from s account
Wiliat wiould you ke 1o do?
& Diglete the account and stop all assoclated transactions
" Delete the account and allow changes to be made to the ransactions L Delete this Account J L Cancel J
To Amount Process Date Additional ltems
Confirmation = 1
g::f En_e $150.00 12042009 Fariaaes natTims
s Transaction Type : Fayment
ATET Confinmation #: 2 _
$65.00 1i20/2008 Frequency: One-Time
Elsctionic 3
Transaction Typs : Paymant
Confinmation =: 3
oS Mok $200.00 1202009 Frequsnoy: DixTion
i Transaction Type : Payment
Confirmation =: 42
ff"“ e 1 $1,200.00 112012009 Frequency One-Time
ectronic "
Transaction Typs : Transter
e Confinmation & 40
Amecan Bpress $999.00 12312008 R OneTime
Tranzaction Type - Fayment

If the pay from account you are deleting has transactions scheduled to process from it,
this screen will appear. You will have the option to delete the account and stop all
associated transactions, or delete the account and allow changes to be made to the

associated transactions.

-13 -
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Add Bill Pay Account

Options « Manage Bank Accounts = Add Bill Pay Account

Bill Pay Accounts Add New Account

Add Bill Pay Account

Nickname™
Account Number®

Confirm Account Numbers [

Select Account ;fype - I

Account Type™

1 |E

Add

® Required Field

With the correct permissions you will have the ability to add new pay from accounts.
When adding a new pay from account, enter the:

« Account nickname
« Account number

Click the Submit button.

Account type (checking or savings)

Bill Pay Accounts I ] i.

Confirm Bill Pay Account

Nickname: Secondary Checking

il T

Account Number:

Account Type Checking

Options » Manage Bank Accounts » Confirm Bill Pay Account

You have successfully added a new Pay From account. You will receive a secure
message when the account has heen approved. Please allow up to three
business days for processing.

© return to account list

o add another account

[1 n Fuushed

@ tetumto options

The Confirm Bill Pay Account screen will appear.

-14 -
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Manage Users

Adding a User (System Administrator Only)

To add a user to Business Bill Pay, please send a secure message within BankNow®
Treasury Services.

To begin, click on the Client Services Tab. The Client Services screen will appear.

NOW. (®) TEXAS CAPITAL BANK®
Treasury Services

Client Services

Order Check Copy |Change Password
View Check Image :

Order Statement Copy L
Manage sccount Preferences Read Messages

Send Us a Message

|On\|ne Banking Terms and Conditions |

Privacy Statement

ital Bank ~ Member FOIC

Click the Send Us a Message link. The Send a Message screen will appear.

(v TEXAS CAPITAL BANK™
Trveamiry Services

Select the subject Bill Pay
Inquiry from the drop-down field
and input the following sub user | SS2MEE20% o i s

Send Massage. To CNCe YOUE MAsEage, §

 moros | tatormiion Rapocting | tramstors | wie | Atk | stop papmnants | pusitin puy | 0 | oot | Lotban | Memtn Copasit Coprurs | | Alarts | mamirivtration |

i nfo rm atl on i nto th e M ess ag e Traatury Managemant Chient Suppart wil FRSpond £ your MASEAge within one businass day
field: subjuct:* [SPomaninm 5]
« First and last name e

« Social Security number
- Date of birth
- Email address

Click the Send Message button. o] s

Once Treasury Management Client Support has received your request, you will be
notified when the sub user has been added. Upon receiving the notification, you will be
able to manage bill pay entitlements for your sub users.

NOTE: Within BankNow® Treasury Services, you must enable your sub user’s Role to
have access to TCB Bill Pay.

-15 -
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Managing an Existing User

Welcome: Laurie Smith
logout
Your Email: lsmithé@idemo.com G home @ open e log

Last Login: 8:37 AM EST 1241872008

OPTIONS

— il

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

(o Msseusers | et

8:46 AM EST ® Copyright 2009 Version 2.0

With the correct permissions you will have the ability to Manage Users access to the
business bill pay account. Click the Manage Users button.

Options » Admin User List

Admin User List Add New User

Last Name First Name User Name Last Login
Smith Laurie husiness9999 8/23/2006 Edit
Locked &t
.
Doe John JohnDoe01 08/22/2008 Edit
Delete
Permissions Settings
Smith Cash tperez 6/28/2006 Edit
Delete
Permissions Settings
Edit
Winslow Frank testoo 6/21/2006 Delete
Permissions Settings
Lisa Cash cperez 6/28/2006 Edit
Delete
Permissions Settings
Johnson Jane doe2234 82812006 Edit
Locked Delete

o

ermissions Settings

From the Admin User List screen, you will be able to edit and delete users, and modify
permissions. Select the appropriate link from the list for the desired action.

-16 -
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Edit User Account

Options » Admin User List

Last Name First Name User Name

Last Login

Smith Laurie husiness9999 8/23/2006 Edit
Primary User

Laurie ] User ID* jusinessga99 ==

Jan M PiN* sees

Last Name™ Email Address®  lsmith@ipaymybills.com
Force PIN Change [~ Comments [ 3
Locked i

Doe John JohnDoe01 08/22/2008 dit

Smith Cash cperez 6/28/20086 dit

With the correct permissions you will have the ability to Manage Users access to the
business bill pay account. Click the Edit link. The Admin User List screen will appear.

This screen allows you to edit the user’'s name and email address.

In addition, a Primary Business User (System Administrator) has the ability to unlock
business users that have become locked out due to Challenge Prompt failures.

-17 -
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Edit Permission Settings

‘ User Information

View User Name: Laurie Smith
User Type: Primary User

| Payments ') Options

v Schedule Bill Payments (all) v Access Reports

v Schedule Email Payments (all) v Update Company Info

v Establish Payment Caps (ally v Manage Billpay Users
Transfars v Payroll Deposits v Manage Pay From Accounts

v Tax Payments v Schedule Reminders

v Designate Pay From Accounts

v Payment History 5 Message Center

v Access Message Center
+| Transfers ¢

v Add Transfer Accounts
—— A v o
Authority v Schedule Transfers (all) PR Lot

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

*) Payees
v Manage Payees
v Add Employees

Click the Edit Permission Setting link. The Edit Permissions screen will appear.

You will see the current permission available for that user. Permissions are divided into
separate categories that include:

- Payments

« Transfers

- Payees

« Options

- Message Center

« Approve Authority

To grant new permissions, or take away permissions, select the Edit User Permissions
button.

-18 -
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Personal Profile

From the Personal Profile screen you can view your personal contact information,
change your default page, and manage your Challenge Prompts.

Welcoma: Laurie Smith
Your Email: lsmithddeme.som

Oplions = Parsonal Profile » Contact Info

Envniail Bbily s

Current Emall Address  Ismithé@demo.com

Efes Mo s

Contact Phone 1 (555) 555-1234

Contact Phone 2 (558) 5654321

 rome (1) criopen @Alesont

Last Logirc 911 AM EST 12182008

Hobile Devices

Short Text Address

58655651 11 Edsp.com

You can edit your email address, phone numbers, modify your short text address and

add additional short text addresses.

elcome: Laurie Smith
¥our Emaik [smithddeme.som

Optigns - Personal Frofile - Change My PIN

Change PIN

€ rome (D) riopen @hiegon

Last Loginc 9011 AM EST 12182008

2 Edit

* Required Fidd

Minimamm PIM length: 2 characters
PIM length: 20 characters

Change PIN
comoibbe. ||
Miw PIN® = ]

Verify Niw PINT

)

Not available on product Demo.

-19 -



Options Tab

Changing your Default Page

Lvﬁ.m;";:xgmm (& nome () croiopen €hrogon

LegtLpﬂrt&ﬂAMESﬂMWJ

OPTIONS

Optians = Personal Profile - Default Page

Default Page

JL\nuﬁniiwwwmzm i

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

& Home Page € Main
€ Single Payment
€ Calendar
© Payroll Deposits
© shorteut

C Main
' Single Transfer
€ Calendar

You have the ability to select the page that displays after logging in to your business bill
pay account. The default selection is the Home Page.

After selecting the new default page, click the Submit button. The changes will take
effect at your next login.

-20 -
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Challenge Phrases

OPTIONS

.

il
Options » Personal Profile » Challenge Phrases

Challenge Phrases

Select a Challenge Phrase

Please select 2 minimum of four challenge phrases below. In the interest of seourity and profection ot you, we'll use these

phiases n sensitive transactions are being inilisted

Your Phrase ichoose a Challenge Phrase

Your Current Challenge Phrases

Mother's maiden name Bemove

City you were born Bemove

Pet's name Bamove

Father's middle name Remove

o return to personal profile

You have the ability to manage your Challenge Phrases within the business bill pay
product. You are required to maintain a minimum of four challenge phrases on your

personal account. You can add and remove challenge phrases; however, the answers
will not be visible.

-21 -



e-Notifications

Options Tab

| Wekome: Laurie Smith
vamm

E‘m @chalapm @lﬂlul \

Last Loginc @11 AM EST 120872008

.

> Eyenl
» Logout

* Recuring

* Reminders

OPTIONS

Four different types of e-Notifications are available in the business bill pay product
including:

Event notifications
Logout notifications
Recurring notifications
Reminders

-22 -



Options Tab

Event Notifications

Options = Email Notifications « Events

T Ve —

1Update Shortiext address on file: 2703005986 @cingularme.com Undate

- Email address on file: demoaceount @ipaymybills.con

trans needs approval | Atransaction exceeds a pecified amount
Send naliestions o Emai Address =l Send Motification To IEimil Address ﬂ
Hotification has been activated and will be sentto: Catego !M Categories E
demoacoount@ip aymybills.com gory
Payee or Account IM Payees g
Naotification amount 3 I:I

| Submit

@& On o off

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

 Notification has been activated and will be sent to:
I demoaccount@ip aymybills.com

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

I
Notification has been activated and will be sent to:
— demeacoount@ipaymybills.com

Event Notifications are sent when specific events occur regarding the business bill pay
account. You can choose to have Event Notifications sent via email, text message, or
both. Select On or Off for each notification.

-23-
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Logout Notifications

Optigns * Email Notifications = Logout

Events Recurring | Reminders |
| |

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

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

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

Scheduled transactions O on o off
Added payees & on @ of
Added transfer accounts @ Oon @ Off
Deleted payees (@ On o off
Deleted transfer accounts O on ol Off
Skipped and stopped transactions 0 On o Off
Submit

All Logout Notifications are sent after you log out of your business bill pay session.
Select On or Off for each notification.

« Scheduled transactions

« Added payees

« Added Transfer accounts

+ Deleted payees

- Deleted transfer accounts

- Skipped and stopped transactions

Click Submit to save your changes.

=24 -
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Recurring Notifications

Optigns = Email Motifications - Recurring

Events | Logout Recurring Reminders

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

how often it is received.

Recurring Notifications These email notifications will provide a list of bill pay inf tion in which you

Alist of all scheduled payments and transfers A list of all transaction history
Hawr Oflen W Haow Often Im
Subrmit Category I All Categories - I
Payee or Account Im
Submit
A list of all payees, ransfer accounts, and employees
How Often W
Submit

You have the ability to receive Recurring Notifications.
« Alist of all scheduled payments and transfers.

« Alist of all payees, transfer accounts, and employees
- Alist of all transaction history

Select how frequently you would like to receive these recurring notifications. The

notification is sent as a list.

Click Submit to save your changes.

-25 -



Reminders

Options Tab

Options - Email Notifications - Reminders

Reminders

Email address on file: demoaccount@ipaymybills.c

Shorttext address on file: 270300598

Rem

Bills (2)

Transfers (0) Add Bill Reminder
People (0)

Select Payee™

Please send notification to*

Reminder Frequency™

hed 3 payme

ster fu

Select an option from the left menu

ISeIemPs'yee g
[Setect option - |
ISeied Freguency E

~ Submit

Reminders can be scheduled to remind you to schedule a bill payment, transfer funds, or
schedule a payment to an individual.

-26 -
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Reports

Welcome: Laurie Smith
Your Email: Ismith@demo.com

—

OPTIONS

8:46 AM EST © Copyright 2009 Version 2.0

G rome () open (N logout

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

"

@Yﬂll have messages waitin

Click the Reports button to access the reports functionality. The Reports screen will

appear.

welcome: Laurie Smith
Vour Email: [smithademo.com

Options = Reports

Payments Processed
Fayment Changes
Payrents Stopped
Fayeas Added

Transfers Processed

Cutstanding Check Report

Glluln m open cilolout

Last Loginc 911 AM EST 12182008

Choose a Report Type
Obtain detailed audit raports of bill pay transactions during a specific time frame,

Select the Report Type from the menu at the left of the page. Your choices include;
Payments Processed, Payment Changes, Payments Stopped, Payees Added,
Transfers Processed, and Outstanding Check Report.

-27-
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Welcome: Laurie Smith

Your Email: lsmithéideme.com Gllﬂml @ open Q‘WM

Last Logine 511 AM EST 124 8/2000

Options « Reports

Payments Processed
Payment Changes

& AllUsers Diate Bange: !mrrert Morth =]
Payments Stopped
© Seheduling User bt st A Create Report
Payees Added
[
Transfers Processed L e ey . - S

Qutstanding Check Report

After selecting a Report Type, determine if the report will represent the actions taken on
the account by: All users, Scheduling Users, or Approving Users.

Next, create a date range for the report.

When you have finished, click the Create Report button.

-28 -
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There are several functions that can be accomplished under the Payees tab. These
functions include:

- Adding a payee

« Viewing payees

« Managing categories

Add a Payee

Welcome. Laumie Smith
Your Email: lsmithdbdemeo.com G home m open @ logout

Last Logine 911 AM EST 12182008

Oarlemion Required:

[ Awiaiting fvation

Click the Add a Payee button. The Add a Payee screen will display.

wWelcome: Laurie Smith
Vour Email: lsmithddeme.com G home GD open Q'ww

Last Login: 811 AM EST 12A8/2000

Pavees « Add a Payee

What type of payee are you adding today?

A Company An Individual A Bank or Credit Uni

- PP Go There Now PP Go There Now PP Go There Now

From this screen choose to add:
- A Company

« An Individual

« A Bank or Credit Union.

-29-
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Add a Company

Click the Add a Company button.

wWelcome: Laurie Smith
L
Your Emaik lsmith-ideme.com € rome () cratopen @ e

Last Login: 811 AM EST 12A8/2000

Pavees « Add a Payee

What type of payee are you adding today?
A Company Individual A Bank or Credit Union

- PP Go There Now PF Go There Now PP Go There Now

The Add a Company screen will display.

Payees = Add a Payee  Company
Bz][53] aad
Add a Company

* Required Field
Important Information!

Payee Name * Your payee's information is typically
Account Number * e lichar found on your most recent bill. In some
R ' cases, wemay ask for additional
Confirm Account Number * infarmation ifthe payee isn't listed in our
database.

Phone Number *

Payee Zip Code *

Account Holder Name

Input:
- Payee Name + Payee Zip Code
« Account Number « Account Holder Name

« Phone Number

Click the Next button. Review the information, and submit for approval.

-30 -



BUSINESS BILL PAY USER GUIDE

Add an Individual

Click the An Individual button.

v.w:“m:m:jmusmnn Gm m open ﬁlnwt

Last Login: 811 AM EST 12A8/2000

Pavees « Add a Payee

What type of payee are you adding today?

A Company An Individual A Bank or Credit Union

link

PP Go There Now ‘ PP Go There Now PP Go There Now

The Add an Individual screen will display.

Payees » Add a Payee » Individual

Add an Individual

How would you like to send the payment?

electronically
Sending payments electronically is much more m
secure than a check in the mail. And it will arrive in as pavap erson Y
little as 2 business days. -

= P s All you need is their email address.
" Allow them to provide their banking information = . ! e

. _ a one time keyword and share itwiththe p
 Inave the bank account information

by check
| prefer to mail a check

€ Mail a check his is a on s and all future trai
| | il notification
e to their account by you

Select the button to the side to use this method

-31-



Payees Tab

From this screen determine how the payee will receive their payments.

If you want the payee to enter their personal banking information, select the Allow them
to provide their banking information option and complete the Pay a Person form.

How would you like to send the payment?

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

¢ Allow them to provide their bar on | Tell us about about your payee

€ 1have the bank account information First Name *
Last Name *

Phone Number *

by check

Nickname *
| prefer to mail a check. i

' Mail a check ik

Default Payment Account *

Payee's Email Information Tell me more

Email Address *
Confirm *

Create a Security Keyword  Tell me more

Keyword *
Confirm *

-32-



Payees Tab

If you are able to enter their payee’s personal banking information select the | have the
bank account information and complete the Pay a Person form.

electronically
Sending payments electronically is much more

litle as 2 business days.

by check

| prefer to mail a check.

' Mail a check

secure than a check in the mail. And it will arrive in as

© Allow them to provide their banking information

How would you like to send the payment?

Tell us about the individual

First Name *

Last Mame *

Phone Nurnber ®

Eill Payment Information

Mickname * |

Category o Category

Default Pay from Account * IPM!' Account

Information about bank account

Account Number * |

Confirm* |

Routing Number * |

Confirm™ |

Payee's Account Type * | Checiing
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Payees Tab

If the payment is sent by check, then select the Mail a check option and complete the

form.

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

C Allow them to provide their banking information

| have the bank account information

by check
| prefer to mail a check.

& Mai

Default Pay from Account *

Tell us about the Individual

First Nare ®

Last Name *

Phone Number ™

Address *

City*

State *
Zip Code ™

Bill Pay Information

Individuals Nickname *

Category =

Information about you
Do you have an account number that this individual uses to
identify you? @ ves © No

IPTMAMH ﬁ

Your Account Number * l

Confirm™® [
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BUSINESS BILL PAY USER GUIDE

Add a Bank or Credit Union

Click the A Bank or Credit Union button.

wWelcome: Laurie Smith
L
Vour Email: lzsmithddeme.com G home (:) OpEn c‘ ogoul

Last Login: 811 AM EST 12A8/2000

Pavees « Add a Payee

What type of payee are you adding today?

pany An Individual

lirk our |

PP Go There Now PP Go There Now ‘ PP Go There Now

The Add a Bank or Credit Union screen will display.

=

Add

Add a Bank or Credit Union

* Reequired Field

I would like to add a bank or credit union.

What is the account type?

~ Loan $
Pay business loans of any type. Loan

 Credit Card Tellus more about the loan,
Pay toward company credit cards. FPayese Mame *

. Account Number *
© Checking

i confirm™
Conveniently send maoney to any checking account
Phone Mumber®
- "
Savings Zip Code *

Hl

Send electronic payments 1o any $avings account Account Holder Narme =

& back © next
—

You have the ability to choose from four different account types when choosing to Add a
Bank or Credit Union: Loan, Credit Card, Checking or Savings.
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BUSINESS BILL PAY USER GUIDE

Loan Account

Select the Loan: Pay business loans of any type option. Enter the required
information, and click Next to continue.

21|13 Add

Add a Bank or Credit Union

* Required Field

| would like to add a bank or credit union.

What is the account type?

b
Pay business loans of any type Loan

© Credit Card Tell us moi e about the loan.

Pay toward company credit cards Payee Name ™ ﬂ

Account Number * :{

R ) Confiern® Emmaa
umemerj v send money to any checking accoun S :!D }:

e Sawngs Zip Code * Q :’

Send electronic payments to any savings account Actount Holder Name *

¢ Checking
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BUSINESS BILL PAY USER GUIDE

Credit Card Account

Select the Credit Card: Pay toward company credit cards option. Enter the required
information, and click Next to continue.

_ 2l |13 Add

Add a Bank or Credit Union

* Required Field

| would like to add a bank or credit union.

What is the account type?

o Credit Card B=

Pay business loans of any type.

' Cred“ Card Tell us more about the credit card account.

Pay toward company credit cards Payee Name ™

Account Number *

© Checking
Conveniently send money to any checking account
© Savings

Send electronic payments to any savings account
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Checking

Select the Checking: Conveniently send money to any checking account option.

When selecting this account type, the information displayed on this screen will need to be
entered and submitted when you do not have access to the Transfers feature. If you
have access to the Transfers feature, you will be redirected to the Transfers Tab.

Payees = Add a Payee = Add a Bank or Credit Union

Ei: 5] aaa
Add a Bank or Credit Union

* Required Field

| would like to add a bank or credit union.

What is the account type?

¢ Loan CheCking

Pay business loans of any type

c Credit Card

Pay toward company credit cards.

Tell us more about the checking account.

Account Number ™

P Checking Caonfirm*
Conveniently send money to any checking account. Routing Number *
C Savings confins L]
Send electronic payments to any savings account . ’
Phone Number* | I |-
Zip Code * | i |
Account Holder Name * W ]

QO back | @ next
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Savings
Select the Savings: Send electronic payments to any savings account option.
When selecting this account type, the information displayed on this screen will need to be

entered and submitted when you do not have access to the Transfers feature. If you
have access to the Transfers feature, you will be redirected to the Transfers Tab.

Pavees » Add a Pavee - Add a Bank or Credit Union

1 [BIEER
Add a Bank or Credit Union

* Required Field

| would like to add a bank or credit union.

What is the account type?

B Savings

Pay business loans of any type.

o Cred“ Card Tell us more abount the savings account.

Pay toward company credit cards. Account Number*
. Confirm *

¢ Checking kil

Conveniently send money to any checking account. Routing Nurnber*

@ Savings Confirm *

Send electronic payments to any savings account.

Phaone Number *

Zip Code ™

Account Holder Name =
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View Payees

Welcome: Laurie Smith
Your Email: lsmithdemo.com

Gmm open ehlm

Last Login 511 AMEST 12182008

[

Oﬂlmulonﬂemtell:

Payres Awaiting Activation

Click the View Payees button. The Payees screen will appear.

Select how to view payees using the tabs at the top of the screen. View payees added

as:
« Companies

+ Payees Added as a Bank or Credit Union

- Payees Added as Individuals
« All Payees

In addition, you have the ability to pay, edit and delete your payees from this screen.

Bank of Credit Union

Sort Payees:
| Payee Name "I

American Express

Electonic o] 234
Barry's Flower Shop

Elecionic Q857
Best Buy

Electonic w5789
Car Payment

Check wrne] 94
Cable Company

Cheok 1345
Truck Payment

Check el 4

- midhdduals
naunxnunxm\nnm\nun\mun\munununuwlﬂ\HM|1\\|1Mli\\IiMliHHM|1HWIﬂ\WIﬂ\HMH\\HW\\HWHHMHHHJﬂ\\W|1\\|1Mli\\IiMliHHM|1HHMm\nnm\nun\mun\mnnuuununuuunJﬁununmm
Show Payees:

& pctive © Deactivated © Both

All Payees
° add payee
Additional ltems
Category:  Credit Cards Pay
Last Paid: N/A Edit
Deactivate
Category:  Gifts Pay
Last Paid: $200.00 on 04/01/2008 Edit
Deactivate
Category: Equipment Pay
Last Paid:  $150.00 on 04/01/2008 Edit
Deactivate
Category: Unassigned Pay
Last Paid: $75.00 on 03/15/2008 Edit
Deactivate
Categony:  Uilities Pay
Last Paid:  $75.00 on 03/15/2008 Edit
Deactivate
Categony: Unassignad Pay
Last Paid:  $75.00 on 03/15/2008 Edit
Deactivate
c add payee
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Payments

Click the Pay link. The Single Payment screen will appear.

Payments = Single Pmt= For a Bill

Select a Category

IAII Categories v|
Add a Bill Paves
Select All

+ American Express
s Fl [

BestBuy

Car Payment
Day Care
Insight Cable

Kay Jewelers [l
MasterCard ﬂ

E

Single Payment

R American Express
£, o

Ele

-

l?rimar\r Accourd 3 3 [

-,

- ——
shortcut ol Quidk access to regular payments

Schedule

pinemoor |0H

InwoigefComment

© review

Edit

Click the Edit link. A dialog box where account details can be edited will appear.

Payees: Companies

Bank or Credit Union [ Individuals l All Payees

Sort Payees:

IF‘&‘/EG Name 'I

American Express

y

Check Account Holder Name

Fayee Nickname
ATET Payee Account Nuinber
Electonic

Category

Default Pay From
Cellular One Payments are sent to
Check
Chase
Electonic

Cancel
\

}&aurie Smith ]

|american Express ]

5412546878457
ICredn Cards ":_J
ki

| Primary Checking

American Expres

s

1234 Business Drive
Dallas TX, 12345

Submita Payes Change Request

Save

Lease
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Delete

Click the Delete link. If payments are scheduled for the chosen payee, you will see
additional options. Choose Cancel to keep the payee and all corresponding
transactions. Choose Deactivate Payee to stop any scheduled transactions and delete

the payee.

Payees: Companies

Bank o1 Credit Union  Individuals = All Payees

Sort Payees: o
add payee

|Fayee Mame Vl

American Express

Check 8467 Category: Credit Cards Pay
Last Paid: N/A Edit
Delete

Important Information

Deactivating this payee will ca topped
Amarioan Express Amatioan Express [ 1imany Checdng Primary $999.00 $899.00 1/23/2008 1/23/2009
Chacking
Cancal Deactivate Payee
ATET
Electronic 20467 Category:  Utilities Pay
Last Paid:  NiA Edit
Delete
Cellular One
Check wxr8467 Categony:  Utilities Pay
Last Paid: $65.00 on 12/30/2008 Edit
Delete
Chase
Electromic O ART Category: Credit Cards Pay
Last Paid: MA Edit
Delete

-42 -



BUSINESS BILL PAY USER GUIDE

Manage Categories

Click the Manage Categories button.

wislcome. Laurie Smith
Your Email: lsmithidemo.com

& home @-'--'ooen cilwwt

Last Loginc @11 AM EST 121812008

7 Youhave messages waiting

O.ﬁﬂen‘lim Required:

Payess Awaiting Activation

The Manage Categories screen will appear.

Payees = Manage Categories a Printer Friendly Version

Manage Categories

Payees not assigned to a category
=t 2345
*haeiangy
w507
et 711

American Express

Bamyls Flower Shop
Car ¥ yment

|ns1‘gﬂ.‘_'\33hle

Drag and Drop
To categorize your payees click and drag each one to the

category ofyour choice, then release the mouse button. This
will drop the payee into a new category

Categories

Add New Category
ove a payee to a new categoiy, to the desired categon

Utilities Expenses

Transfers

To add payees, just drag and drop them here.

To add payees, just drag and drop them here.

To add payees, just drag and drop thermn here

Supplies

To add payees, just drag and drop thern here.

From this screen you can add new categories, assign payees to categories, remove
unwanted categories, and utilize the “Drag and Drop” feature to manage your categories.
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Payments Tab

There are several functions that can be accomplished under the Payments Tab. These
functions include:

Scheduling single and recurring payments

Viewing scheduled transactions and transaction history

« Managing payroll deposits

Utilizing the calendar function

Mﬂr;mmm & nome (T) criaiopen € roson
{ wm:aumwmmmJ

PAYMENTS

mmmaumwe

Speed up your payment scheduling!
We can pre-load your Gills based on payment history

@

emmwm

Eayments Awaiting Approval
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Payments Tab

Single Payment

Click the Single Payment button. A dropdown menu will appear.

mm&mm ¢ home @champan € 1og0ut .
L -

Last Login: 9:11 AM EST 1241812008

PAYMENTS

Single Payment w ﬁ Click here to take the mmc

» Schedule a New Payment Speed up your payment scheduling!

ﬁ ——
e @Yal | H waitin
» Edit a Scheduled Payment

P Awaiing A

From this menu choose to schedule a payment for a bill or for an individual, transfer
funds, schedule a tax payment, or edit your scheduled payments.
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For a Bill and For an Individual

Payments - Single Pt~ For a Bill

Payee List

Select a Category
|ﬁ|| Calegories x l

Avealting Activation Chach

Retirement Account

Add a Bill P!!SS
Select All W AT&T
© American Express
v AT&T
Cellular One

Chase

Single Payment

W American Express

Eleciranic

" aE
Vs ~
Shﬂﬂculal Quick access to regular payments

" Required Fisld ‘

Schedule

|Primary Checking =] ] ]

Primary Checking ¥ | | [rzom0s |

o review
© submit

From this page select the payees you wish to submit a payment. After selecting the
desired payees, enter the information requested on this screen and submit the
information. The payment will now be processed as scheduled.

NOTE:

The same steps and procedures apply to the For an Individual function.

Welcome: Laurie Smith
Your Email: Ismithé@demo.com

Single Payment

» Schedule a New Payment
+For a Bil
+ For an Inclividual
+ Transter Funds
*+ For a Tax Pavment
» Edita Scheduled Payment

TN
AR

- —

Gm m topen Qlwwl

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

i H I @YOIHIM messages waitin

Payments Awaiting Approval

Click here fo take the lhortcul@ ‘

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

-47 -



BUSINESS BILL PAY USER GUIDE

Edit a Scheduled Payment

Click the Edit a Scheduled Payment link.

Wielcome: Laurie Smith m e e logout
Your Email: lsmith@demo.com G chaLofen =
Last Login: 8:11 AM EST 121812008

Single Payment Click here to take the lhnrtcule

¥ Schedule a New Payment Speed up your payment scheduling!
+For aBil { We can pre-load your bills based on paymant history

+ For an Individual

+ Transfer Funds

+ For a Tax Payment L | @You have messages waiti
» Edita Scheduled Payment

e—

Pa nts Awaiting Approval

The Scheduled Payments screen will appear.

Payments » Scheduled Payments B Printer Friendly Version

Click folder to move to larger view w

All Transactions

Payments

A Maximize View w Search Filter

Payee Amount Process Date B Transfers

American Express
Etectmaic $265.82  10/23/2007 View Details

MasterCard
Ghreck $300.00 10i2212007 View Details

American Express wma v Lt W Eu
Electronic $100.00  10/23/2007 View Details T e

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

Total $655.82 Skipped payments not included in the total

From this screen can edit payments, payroll deposits, transfers, and all transactions.
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Payments Tab

Recurring Payments

Click the Single Payment button. A dropdown menu will appear.

memmm @ nome () 1 open @Alesout

Lozt Loginc 511 MESIIMWJ

PRYMENTS

Jr—. | pavipersontd

» Schedule 3 New Series I they have email, you can pay them.
Try payaperson

From this menu schedule a new recurring payment series for a bill or an individual,
transfer funds on a recurring basis, and edit a recurring payment series.
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For a Bill and For an Individual

Payments = Recurming Paymentt= For a Bill
B (2|5 Schedule

m Recurring Payment
" Required Field

Select a Category .
Alceisgoriss - e series edit
A i | Al an Express Frequency™ ISeiect Frequency ']
= e Would you like this series to end? *
rry's Flower Sh
Best Pay From™ P‘Pmm Account -I ® No
t Paymen Amount § | C ontisaete [ ]cHl
Day Care . c
Insight Cable FOWﬂ%ﬂt &tﬂ.‘é | Azze:asewomeymemal
Kay Jewslers b 4
MasterCard | (@ ™
Moron's Suburban = senies ophions f preferences
| Ifthe payment falls on 2 holiday or
_ | weekend?
| = PayBefore ¢ Pay After
e |

o review

© submit
-_—

After choosing a payee to schedule a recurring payment series, enter all of the
information requested on this screen. After entering the information, review and submit
the information.

NOTE: The same steps and procedures apply to the For an Individual function.

m&uiosmh Gm m-'.::opan ﬂ'ﬂfﬂ

Last Loginc 211 AM EST 12182008

- i iailes

» Sthedule & Mew Series W they have emall, you can pay them.
Try payaperson

) You have messages waiting

E n i roval
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Edit a Scheduled Payment

Payments Tab

Click the Edit a Scheduled Payment link. The Scheduled Payments screen will

appear.

Eavmentz « Scheduled Payments

Payments

Payes Amount
American Express

Blectronic §$255.82
MasterCard

Creck $300.00
American Express

Elestonis $100.00

Subtotal $35582
Subtotal $300.00

Total $655.82

Process Date  Additional ams:
1072372007 Wiew Details
10/22/2007 Yigw Delailg
1002372007 Wigw Datails
Primary Account ™™1234
Secondary Checking ™5678

Shipped payments not included in the total,

Bt
Sop

Hoo
Approve

Edt

oo

S—

&

Click folder to move to larger view w

From this screen edit your scheduled recurring payments, payroll deposits, recurring
transfers, and all transactions.
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Scheduled Transactions

Use Scheduled Transactions to view a listing of the currently scheduled transactions.

Yw&n::‘;:mm Gm @-hﬂ.upen Qlﬂﬂm

Last Login &11 AM EST 124 8/2008

iteetan, L )

Speed up your payment scheduling!

I | We can pre-load your Gills based on payment history
I II I i I I @ fil i} s

0 Artention Required:

Eayments Awaiting Approval

Click the Scheduled Transactions button. The Scheduled Payments screen will
appear.

Payments - Scheduled Payments & erinter Friendly Version

Click folder to move to larger view w

Payments

All Transactions
w Search Filter

Payee Amount Process Date  Additional ltems
American Express
Electonic $265.82  10/23/2007 View Details

MasterCard
Check $300.00 10/22/2007 View Details

American Express
Electronic $100.00 10/2372007 View Details

Subtotal $35582 Primary Account ™™1234
Subtotal $300.00 Secondary Checking 5678

Total $655.82 Skipped payments not included in the total.
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Transaction History

To view your transaction history, click the Transaction History button.

Phlooes: Lexte St G rome (1) ciopen  Etemont

Last Login &11 AM EST 124 8/2008

) O ciektarsto e e shortct ()

Speed up your payment scheduling!

Ve can pre-lond your bills based on paymant history
iiet e, | bk

e ®

0 Artention Required:

Eayments Awaiting Approval

The Payment History screen will appear.

Payments » Transaction History: Payments @B Brivksc Frisndty Vaczion

P t H 1 t CHCH Tolder to move to larger view w
aymen 1story
All Transactions
w Maximize View

4 ™
View Options
M How do | search? Categoiy: Tratvsaction Status:
Use the menu to the right o [Mcdweries - [vww a2 I
set the view oplions. View: Dyder By
[ a1 Payees =l |Paid from Account =]
Process Date Range:  Arrange:
[Lastionety Days =]  [Descending =
M of Ragords to Return
@ =]
™ View in spreadshest
View
L. >

From this screen view payment history, history related to payroll deposits, transfers, and
all transactions. Specify the exact type of history by utilizing the search functions found
on this screen.
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Calendar

Click the Calendar button.

Payments Tab

Welcome: Laurie Smith
mew

@ rome (T) iiopen  Edtemon

Last Loginc &11 AM EST 12A8/2008

PAYMENTS

mmmuumwo

Speed up your payment scheduling!
We can pre-load your Gills based on payment histoey

@

ommﬁﬂt

Eayments Awaiting Approval

The Payment Calendar screen will appear.

Payments « Payment Calendar

4 October2007 P

‘c;mt.m

8 7 8 ]

‘3 “ _m

2 n z z
Q) @awminies

Fd [P |z 2

Q- Qi Qoo @

Scheduled Bill Paymenms $831.00
Bill Payments Processed $73.00

Total  $1,562.00

Customize the calendar view by utilizing the tabs located at the top of the screen
(Payments, Transfers, Payroll Deposits, All Transactions).
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Payments Tab

Utilize the symbol key to recognize scheduled payments, actions required, reminders and

processed payments.

Payments - Payment Calendar

Payments

ggchewied @Amon Regquired C’Remhdevs Q’Pmcessed

4 October2007 p

For details go to Scheduled Reminders

20 21 24
O 2o © 50000
o = =
<] N\ Monthly Payoll
= Close e
{ Pay To: Frequency: J‘z 0 12) Reminders
Sarah Louise Mason One Time ﬁ #rai.00
] Scheduled Bill Payiments $831.00
| Transfer To: Frequency. ; Bill Payments Processed $731.00
Primary Account Monthly = Total

$1,562.00
|

When selecting reminders, a pop-up screen will appear. If you wish to modify your

reminders, choose the Scheduled Reminders link to make changes.
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Payments Tab

Access the transactions scheduled to process on a specific calendar day by selecting the

Scheduled icon.

Payments

Payments » Payment Calendar

L B i

4 October2007 p

12

27
Q szzreo

z

28 29 20

24
Q) se0000
31

P2y Day)

Q) otz Lot
) @aeinsers

Scheduled Bill Payments
Bill Payments Processed

Total

$831.00
$731.00

$1,562.00

—
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The Edit Scheduled Pay Day screen will appear. Make any changes and click the
Submit button.

Payments = Scheduled Transactions = Edit Payrell 11/01/2007

Edit Scheduled Pay Day

Pay Day Information
What can | change?

Payroll Name: Payroll 11/0172007
Scheduled By Fhillis Martin

Pay From: W
Frequency: Manthly on the 1st
Process Date: 10/3002007

Pay Day: 1110142007

Hourly Employees

¥ Alan Cook S00 1 TEO0.00 Employee ID: AR AERT
{Pa FES00 Split Amount; Ha
Memo/Comment: Add

¥ Don Kilby § | $800.00 Employee ID: TR OAs
7 Split Amount; Ho
Memao/Comment: Add

M Frank Murpl $| $700.00 Employee ID: RS TR0
07 Split Amount: No
Memo/Comment Add

Hourly Sub Total $2,000.00

Salary Employees

W Cathy Jones 5 [1o020000 $100,200.00 Employaell
t p 01 plit Amount:
Memo/Comment:

Salary Sub Total $100,200.00

Pay Day Total $102,200.00
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Payments Tab

When selecting processed transactions, a pop-up screen will appear. If you wish to view
more detailed information about the processed transaction, choose the Transaction
History link inside the pop-up screen.

Payments - Payment Calendar

Payments

Q- Qurin Qoo @

4 October2007 p

1 2 3
Q) srar00
1] 7 ' . ‘ ™\ 10
Close
13 14 Payee Amount 17
American Bxpress $255.00
r i Mastercard $300.00
20 21 24
House Keeping $176.00
O ws O suwoe
L | Total $731.00 |
“ = For details go to T ion Hist b
or details go to Transaction History
N $731, Monthly Pavoll
© sue = - i J Sy
) @eewingen
© a0

Scheduled Bill Payments  $831.00
Bill Payments Processed $731.00

Total  $1,562.00

—
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When selecting the Action Required icon, a pop-up screen will appear. If you wish to
initiate the required actions, choose the Scheduled Payments link inside the pop-up

screen.

Payments Tab

Payments - Payment Calendar

Payments ansf

joll D

Quan Ques O

12 14
20 l21

€) @reningers
z 28
Q) szzreo

4 October2007 p

| 24
Q) 220000
—

e

X] Close
The following items require approval:

Payee Amount |
Mastercard $300.00
House Keeping §$100.00

Total

$400.00
For details go to Scheduled Payments

NOTE: Click on a blank date on the calendar to enable functionality to schedule a

payment, transfer, payroll deposit or reminder.
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BUSINESS BILL PAY USER GUIDE

The Transfers Tab allows you to schedule both single and recurring transfers, view your
scheduled transfers and transfer history, access your transfer accounts and view your
transfer calendar.

m&xioSnﬂm Gm @ topen QHM

Last Lognc 10:43 AM EST 121820058

—-“

[ seele | Moy Tt | S
(Scbmbded amactons | (Do Qs roque
ot ot | L e

Transfers Awaitin rgval

Single Transfer

Click the Single Transfer button. The Single Transfer screen will appear.

Transfers - Single Transfer

n |E] »—\ Schedule
Single Transfer

* Required Field

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

T [selectan account =l [Seiect an account =] 5] [ T |

O add another transfer entr

Enter the information required on this screen and submit the information to process
single transfers.
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Recurring Transfer

Click the Recurring Transfer button.

Welcome: Laurie Smith
Vour Email: lsmithddemo.com

@ rome (T) < oiopen Ehtonon

Last Lognc 10:43 AM EST 121820058

(W5 -

Recutring Transter

o

(Scbmbded amactons | (Do Qs roque
e -

The Recurring Transfer — Schedule a New Series screen will appear.

Transfers - Recurring Transfers - Schedule a New Series

n E j Schedule

Recwrring Transfer

* Required Field

- M
Details Freguency Settings

Transfer from *

|
Select Account o I |

‘ onqo3q | Frequency ™ [Selecl Frequency "I
Transferto * Ise;ed Accournt vl

| mRARRRAREY
|

| Amount*

Comment Add

Would vou like this serles to end? *
# po

C onthisdate [ |9
Series Options

™ Afieraset® owaymenes;
What if the payment falls on a holiday or
weekend?

( Pay Before

¢ Pay After

Enter the information required on this screen and submit the information to process
recurring transfers.
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Scheduled Transfers

Click the Scheduled Transactions button.

mui.sm G""‘" @ topen QMM

Last Lognc 10:43 AM EST 121820058

St T aRacmm it S
| M Oll’!slﬂion Reaaquir ad:
y Trangfers Awaitin vl

The Transfers screen will appear.

Click folder to move to larger view w

Transfers

All Transactions
W Maximize View w Search Filter

ansier o Amount Process Date Additional ltems

B Payments

Wy Bank
Electronic §255.82 1062312007 View Details

i

Payroll Deposits

Our Bank
Electmanic $300.00 107222007 View Details

.......

Savings
Electmaic $100.00  10/23/2007 View Details

aaaaa

Subtotal $355.82  Primary Account™*1234
Subtotal $300.00 Secondary Checking *™*5679

Total $655.82

From this screen view scheduled transfers, scheduled payroll deposits and payments
and all of scheduled transactions.

-63-



BUSINESS BILL PAY USER GUIDE

Transaction History

Click the Transaction History button.

mui.sm G""‘" @ topen QMM

Last Lognc 10:43 AM EST 121820058

@m

O Attention Required:

Transfers Awaitin rgval

The Transaction History: Transfers screen will appear.

Transfers . Transaction History: Transfers & Erinter Friendiy Version

Click folder to move to larger view w

Transfers

All Transactions

W aximize View w Close Filter

P How do | search? Mew Options

) Category: Transaction Status:
Use the menu to the right to [Transters =l [Viewai =]
setthe view options.

View: Order By:
IAII Transfers :I IPaiu from Account _V_I
Process Date Range: Arrange:
{Last Ninety Days: :_l {Descemﬂing 3

# of Records to Return:
50 =

I™ view in spreadshest

View

From this screen customize your history search for transfer history, payroll deposit
history, payments history, and all transaction history.
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Transfer Accounts

Click the Transfer Accounts button. A dropdown menu will appear.

memm €Im mchatopen ﬁh.w

mmmumes‘nzuam)

TRANSFERS

View transfer accounts or add another transfer account from this dropdown menu.
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View Transfer Accounts

Click the View Accounts link. The Transfer Accounts screen will appear.

Transfer Accounts

Primary Account
" Electonic Acount Number
Last Transferred:

fJ
2
AL

Tertiary Account

Electronic Account Number:
Category
Last Transfered:

) Marketing Account
Electonic Account Number:
Category:

Last Transferred:

_} Yacation Account

Eleclmonic Account Number "™

Category
Last Transfened:

f SQEOHGEW Sawngs Account
Electronic Account Number:
Category:
Last Transtered:

£) ret

o add transfer account

smnnxn 4

$200.00 on 040142008

sreg 700
No Category
Nik

ggggg 1245
No Category
$75.00 on 031572008

1288
o Categary
$150.00 on D3MS2008

No Category
$150.00 on 03/15/2008

Account Legend

G You can transter TO this account.

You can transfer FROM this
J account.

(" You can transter TO and FROM
-; this account

Authenticate

Edit
Dalete

Authenticate
Edit
Delete

o add transfer account

From this screen edit, delete and authenticate your transfer accounts.

In addition, utilize the Account Legend on the right side of this screen to recognize the

type of transfer account that you are dealing with.
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Edit a Transfer Account

Click the Edit link. A pop-up dialog will appear.

Transiers - Transfer Accounts

Transfer Accounts

Acoount Number:
Last Transfemed:

o add transfer account

anman 4294

$200.00 on 04201/2008

& Frirter Friandly Yersion

Account Legend

Edit ¥ /f ou can transfer TO this account,

You ean transtet FROM this
-J aceount.

ou ean ttanster TO and FROM
-4 this acoount

Account Nickname [Teriary Accourt
it
]Nw Category . I te

Submit

Last Transfermed:

_J Yacation Account
Electmaic Account Number:
Category:

Last Transfered:

f:y Secondary Savings Account
Electmonle Account Number:
Category:
Last Transferred:

q Tertiary Account
Electmoaic
Category
#) Marketing Account Cancel
Electonic
Category:

No Category

$75.00 on 03/15/2008

neannq 288
No Categery

$150.00 on 03152008

58
No Categary

$150.00 on 03/15/2008

Tiansfer From
Edit
Delete

Authenticate

Delete

Activate

Edit the transfer account’s nickname and category. After making the edits, click the
Submit button to save your changes.

-67 -



BUSINESS BILL PAY USER GUIDE

Delete a Transfer Account

Click the Delete link.

Transfers - Transfer Accounts =)

Printer Friendly Version

Transfer Accounts add transfer account

Account Legend

¥ Primary Account Ve _
= Electromic Account Numbar 71234 i / You can transter TO this account,
Last Transferred:  $200.00 on 040172008
J You can transfer FROM this
account.

You can transfer TO and FROM
-J this acoount.

¥} Tertiary Account
= Electronic Account Number: 6780
Categorny: Ho Categony
Last Transferred: N/A

Important infor mation

Deleting this account will cat luled transactions below to be
stopped, what would you like to do?

% Delete the account and stop all associated transactions.
' Delete the account and allow changes to be made to the transactions

Ameiican Express Tediary Account $200.00 0473002008

Mastercard Tediary Account $150.00 04/30/2008

Madketing Account Teriary Account $200.00 D4rz0/20028

Cancel Delete Account

If the transfer account has scheduled transactions, you will be presented with this screen.
You have the option to delete the transfer account and stop the associated transactions,
or delete the transfer account and allow changes to be made to the transactions.
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Authenticating a Transfer Account

Transfers « Transfer Accounts &) Frinter Friendly Version

Transfer Accounts @© add transter account

Account Legend

' 7 Primary Account
Electonic Account Number:  *™""%1234 Edit
Last Transferred:  $200.00 on 040172008

¥ J You can transfer TO this account

You ¢an transfer FROM this
-J account

Q

Edit
Dealete You can transfer TO and FROM
-} this account.
¥ ;Ter‘tiar'\,’Accaunt
= Eleclmaic Account Number:  *"**6789 Edit
Categony: Mo Category Delete
Last Transferred: N/A
¥ j Marketing Account
Eleckonic Account Number:  ™**1245 Edit
Category: No Category Delet
Last Transferred:  $75.00 on 03/15/2008
h ]
; Vacation Acc
= Electon = ; Tuanster F
i Check Ihe box below to accept ACH Disclosure e
T lAccept viswac . Delete
¢ Secondary Sav, Cancel Submit
Electronic Authenticate
Category: No Category Edit
Last Transferred:  $150.00 on 03/15/2008 Lo
o Awailing Activation Adtivate
Edit
Delete
£ B Savings Account I

When Authenticating an inbound transfer account, you will need to accept their
Financial Institution’s ACH disclosure statement, and click Submit to continue.
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Enter accurate deposit and withdrawal information to complete the inbound transfer
authentication.

Transfers = Transfer Accounts = Authenticate Transfer Account

Authenticate Transfer Account
* Required Field

Important Information!

Savings Account View Details
Pl the deposils exactly
as ar on your
statement.
15t Deposit™ 30
Ind Deposit™ §0

1 st Withdrawal * $0
2nd Withdrawal ® $0
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Add Account

Click the Add Account link.

Ywimaﬁl?lm E home @"'-*099" €4 togour

Last Login: 10:43 AM EST 12482008

TRANSFERS

Tranzfers Awalting Approval

* View Accounts
» Add Account

The Add Transfer Account screen will appear.

Transfers - Add Transfer Account

Add a Transfer Account

i At My Bank At Another Institution
Where is your Transfer

By adding an account from My Bank, you You can add a transfer account that is

G
Account located? will be able to pay bills and transfer funds. located at another institution. Please enter
Please enter your account information on your account information on the next

the next screen. screen.

e go there now c go there now

From this screen indicate if the transfer account is located at Texas Capital Bank (At My
Bank) or At Another Institution. Begin the add process by selecting the Go There

Now link in the appropriate window.
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At My Bank

Click the Go There Now link under At My Bank. The Add Transfer Account screen
will appear.

Transfers » Transfer Accounts « Add Transfer Account

Add a Transfer Account

* Required Field

Important Information!

Account Holder Name Wohn Doe

To add an account from My Bank,
= please complete the information
Account Nickname™® tothe left.

Account Type*

Account Number®
Confirm Account Number®

The only required information to add the transfer account will be an account nickname,
account type, and account number.
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At Another Institution

Click the Go There Now link under At Another Institution. The Add Transfer Account
screen will appear.

Transfers » Add Transfer Account

Add Transfer Account

Select One
How would youliketo TN

use this account? = Transfer funds 7O this account

This account will require 2 ona-time activation process

Transfer funds To and FROM this account

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

o Back o Go there now

From this screen select whether you want to only transfer funds TO this new account, or
if you prefer to send funds both TO and FROM this account.

After choosing the desired option, click the Go there now link.
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The Setup a Transfer Account screen will appear.

Transfers = Transfer Accounts « Add Transfer Account

Add a Transfer Account

“Raquirad:Fisld Setup a Transfer Account

To add an account

Account Holder Name outside of MyBank to
. 1 rto and from,

Account Nickname* [ please complete the

Accoujnt Type*™ Checking -g form to the left

Financial Institution Name*
Routing Number*
Confirm Routing Number®

Account Number®

Confirm Account Number*

Checkthe box below to accept ACH Disclosure.  View ACH Disclosure
[T 1Accept

o review
o submit

Enter the required information from this screen. After inputting the information, click the
Submit button.

You will be required to successfully request and enter an activation code for this transfer
account.

If the transfer account will be used for inbound transfers, you will also have to
successfully input the two deposits and withdrawals that will be made on the account
before the new transfer account will become active.
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