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Establish Approval Settings 1. Hover over Administration and click Company Administration.

Welcome Reports Monay Moverment Account Services Administration

Create a New User

Communications

Copy a User II]
any Administrati
Create an Approval-Only User Accounts Summary compm

Mabile Banking Center

Create a View-Only User hecking Saving Centificate of Deposit aNS  salf Administration

Service Administration

Balances as of D6/08/2021

Prastige Oparating Account

2. Click Approval Settings.

‘Welcome Reports Money Movement Account Services Administration

Approvals

Company Administration

llear Adminictrating

Note: If your company opts out of dual authorization, you can choose which transactions require dual approval.

If Require Separate Entry for Approval is not selected for a transaction type, all users with the approval role will have
the ability to approve that type of transaction for themselves and others, up to their approval limit.

If your company always requires dual authorization, the boxes in this column will be preselected.

Service Name Request Amount :::;:‘El’u:al Approvals If Greater ::’::imp‘;val
ACH File Upload so.00 1 1
ACH Positive Pay S0.00 1 1
CCD Collection §0.00 1 1
CCO Payment 50,00 1 1
CT% Collaction 000 1 1

These transaction settings only apply to domestic wires and USD international wires. For foreign currency transaction
settings, please refer to the FX Portal user guide.

o EBniE Business Online Banking User Guide | Revised 11.04.22

PACIFIC WESTERN BANK



https://www.pacwest.com/resources
https://www.pacwest.com/resources

CONTENTS

CREATE A USER
Establish Approval Settings

Create a New User

Copy a User

Create an Approval-Only User
Create a View-Only User

PACIFIC WESTERN BANK

CREATE A NEW USER

1. Hover over Administration and click Company Administration.

2. Under Manage Users, click Create New User.

Company Administration

User Administration

Riview the options listed below for available user administration tasks. To quickly entitle a new account for company users, goto Express Account Managemen

Create New User

You will have an opportunity to copy an existing user during the process.

3. Enter a Username, temporary Password, First Name, Last Name, Email Address, and Telephone Number. The
phone number will be used the first time the user logs in to authenticate them via a mobile or voice code. Click
Continue.

New User

User Information

User 0
Damollsar2

Primary Emad Address

demouser2@email.com

Sacondary E-mail Address (Optiomal)

Additional Information (Optional)

User Telephone Number

The telephone number used 1o contact or natify the user for security reasons. An extension is required when needed to reach the user within an office phone system

Label Country/Regian Area/City Code & Number Extension
Label Couniry/Region Aea/City Code & Number
Work - UMITED STATES - S555555555 Extension

I/_ )
Continue [ saveasDraft |
. A

Member
= Fbi¢
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Co N T E N TS 4. On the next screen, under Copy Existing User, select Do not copy user.
Choose the User Role.

CREATE A USER - Allow this user to set up templates: Allows user to set up and approve templates for services and accounts to
Establish Approval Settings which user is entitled.

Create a New User - Allow this user to approve transactions: Allows user to approve transactions for services and accounts to

Copy a User which user is entitled.

- Grant this user administrative privileges: Allows user to add, modify, copy and delete users, as well as modify

their roles, services and account access, rename accounts, and modify the number of approvers required for
Create a View-Only User requests.

Create an Approval-Only User

6. Click Continue.

New User - Roles

Frofile

Name:

User ID:

Primary E-mail Address
Telephone Number

Copy Existing User (optional)

() Copy User

User Roles (optional)

Allo

i, and cdelela isars,
55, Fename accounts, and manage the number ¢

acce
E | SavessDraft |

7. Entitle Services & Accounts for the new user by clicking on the ® by each service.

Services & Accounts (Optional)
To enable a service and assign accounts, click the appropriate link. To disable all services and accounts, click “Clear Al
0 of 42 services enabled

Service

ACH File Upload

ACH Positive Pay
ACH Repasting
Bill Pay

CCD Collection

Member B | Bank R 1.04.22
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8. Under each service added, enable Entitle Account and/or Allow Transmit capabilities, as applicable.

ACH Positive Pay

Service enabled, accounts entitled.
Entithed Account Allow Transmit
Description Account Number TRC —

Flinstone
GTM
TEST 12345

Tast Account

9. Scroll down and click Continue.

10. If the new user is an approver for ACH or wires, Limits must be set. Click the edit icon.

Limits

Limits

ACH
I/ i o S T
Continue | SaveasDraft |

The user limit can be equal to or lesser than the company’s daily wire limit. Limits apply as follows:

- Company Limit: Aggregate daily limit across accounts & services.

- User Daily Limit: Maximum allowed cumulative total of all successful transactions daily for group of services.
- User Daily Service Limit: Maximum allowed cumulative amount of all successful transactions daily per service.
- User Individual Transaction Limit: Maximum allowed amount per transaction per account.

« User Individual Account Limit: Maximum allowed cumulative amount of all successful transactions daily per
account.

1. Select No Limit or enter limits for each field and click Continue.

Daily Maximum Limit

Enter the maxirmem daily amount allowed for the sum of all the user's Wire transactions. The limit must be na greater than the compary limit se1 by the Bank View Company

a

Daily Magimum Service Limits
Enter the maxirnum daily amount for each of the user's Wire services or select the No Limit checkibox. These limits must be no greater than the company lmit set by the bank. View

Service Name Mo Limit User Dally Service Limit

Wire Demestic Ong Time

Account Limits

Enter the limit amounts for each of the user's accounts

Account Humber Mo Limit User Individual Transaction Limit N Limit User Daily Account Limit

#0004 - Test Account

]
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12. Verify the new user’s details and click Create User.

MNew User

Profile

Masrse

User 1D

Prirnary E-mail Addriss
Telephona Number

Roles

Enabled Roles:

Services & Accounts

Enabled Sendces:
Limits

Limits Completed:

I & Y
12 Create User [ sevesspDraft )
hN s

Dema Lses
Demallser2

Mabile

Approval

3 of 42 available

ACH
Wira

13. You'll see a New User — Confirmation screen.

New User - Confirmation

r
New user has been successfully created

Security settings may require additional approvals before this User 1D is active. Review the user statuz listed below. To manage an exssting user, comy

Submitted User Summary

Name: Dema User
User ID. DEMOUSERZ

Primary E-mail Address

Telephone Mumber Mobile:
User Status
User Status: Active

plete a saved user, or creale a new user, go loUser Administratior

COPY A USER

To create a user with the same settings as an existing user, follow steps 1to 3 from Create a New User above, then:

1. Onthe next screen, under Copy Existing User, select Copy Us

er.

FImary E-Tnan AUUress:
Telephone Number:

Roles

Copy Existing User (Optional)

O Do not copy user.

m I@ Copy User:  Select Userl

Member
= Fbi¢
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2. Inthe box that appears, select the user to be copied.

=
G i)
Manage Users Account Information Express Account -~
—_— N p—
New User ~
@)
Narme:
User ID: QO
Primary E-mail Address:
Telephone Number: /—)
Roles .
S
Copy Existing User (Optional)
@]
() Do not copy user.
(®) CopyUser Select User O
User Roles (Optional) O
[7] Aslow user to setup templates. ~
appeanal Wi
f"\.
[] Allcw this user to approve transactions e
™y
A
[] Grant this user administration privileges P
{Thiawll modfy, madity ther roles. =2
3. Scroll down and click Copy User.
(@) CopyUser: Select User
— I
User Roles (Optional) it
~
[T Allow user 1o setup temnplates. s
(This envities the user rglae for anky thaag -
O
[] Aliow this user to approve transactions
e e “ Copy User (" poNotCopyuser )
. A
[] Grant this user administration privileges
(Thiewil e, mdify. emccify thar relos, senvicet:

4. The new user’s roles will populate according to the user copied. Verify and click Continue.

User Roles (Optional)

B Allow user to setup templates.

Allow this user to approve transactions
(This ¢

B Grant this user administration privileges

o
2] Commom)
| —

{This entales tha user 1o lamplate setug and template appraval capabiinias for only Those services and BCCOUMS 10 which 1he user has baen sntitied |

10 transmit capabilities for only those services and Sccounts to which the user has been entiiled)

{This will allow the user to add modify. copy and delete users, modify their roles, serices and account access, remame accounts, and modify the number of approvers rguined for requests. )

Business Online Banking User Guide | Revised 11.04.22



Co N T E N TS 5. Services & Accounts will populate according to the user copied.

6. Click the edit icon to make changes as needed. Click Continue. NOTE: If the user does NOT have the approver

CREATE A USER role, the Allow Transmit column will not appear.
Egta b | |S h Ap p rova| Sett| n g S s ACH File Upload Service enabled, accounts not applicable
ACH Positive P Setvice enabled, accounts entitled.
Create a New User v
S A i, =2z Entitled Account Allow Transmit
Copy a User escription coount [1¥ T
Flinstone Bedrock OB 122238200
Create an Approval-Only User = .
GTMSS-Tast 122238200 =
Create a VieW-Only User TEST 12345 122238200 =
Test Account 122238200 = =

7. Edit limits as needed. Click Continue. NOTE: If the user is not an approver, no limits are necessary.
8. Click Create User.

Services & Accounts
Enabled Services 3 of 42 available
Limits
Limits Completed: ACH
Wire
'S =
8 Create User | SaveasDraft |
M A
, . .
9. You'll see a New User — Confirmation screen.
New User - Confirmation
New user has been successfu :l\‘ created.
S(CLI[II_\' settings may require additional approvals before this User ID is active. Review the user status listed betow. To manage an existing user, complete a saved user, or create a new user, go toUser Administration.

Member B | Bank R 1.04.22
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CONTENTS CREATE AN APPROVAL-ONLY USER

To create a new user limited to approving transactions, follow steps 1to 4 from Create a New User above, then:
CREATE A USER 1

Establish Approval Settings

Under User Roles, select Allow this user to approve transactions and click Continue.

User Roles (Optional)
Create a New User

| Allow user to setup templates.

CO py a U ser (This entitles the uzer 1o template setup and template approval capabiities for only those services and accounts to which the user hag been entitled.)

Allow this user to approve transactions

Create an Approval-Only User D]

(This entitles the user 1o ransmit capabilities for only those services and accounts 1o which the user has been entitiled.)

Create a View-Only User

| Grant this user administration privileges

(This will allow the user to add, modify, copy and delete users, modify their rales, services and account Access, fename accounts, and modify the number of approvers required for requests.)

On the Services & Accounts page, click the (+) beside the service(s) that the user will need to approve.

Select Allow Transmit for any accounts the user should be able to approve and then click Continue.

Service
ACH File Upload
o ACH Positive Pay Service enabled, sccounts entitled
Entitled Account Allow Tranzmit

Description Account Number TRC -

Flinstone Bedrock QB 122238200
GTMSS-Test 122238200

TEST 12345 VZ2E38200

Test Account 122E3E200

4. Click the edit icon and apply limits as needed. Click Continue.

Limits

Limits

& i
Continue | SaveasDraft |
h A

5. Verify the new user’s details and click Create User.

Member B | Bank R 1.04.22
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CO N T E N TS 6. You'll see a New User — Confirmation screen.

Mew User - Confirmation

CREATE A USER TR

E Sta b | |S h Ap p rova | S ettl n g S Security settings may require addiional appeovals befone this User ID is active. Rewview the user status listed below. To manage an existing user, complete 8 saved user, of creale a new users, go toLUser Admunistratic

Create a New User

Copy a User CREATE A VIEW-ONLY USER

To create a new view-only user, follow steps 1to 4 from Create a New User above, then:

Create an Approval-Only User

Create a View-Only User
y 1. Do not select a role under User Roles. Click Continue.

2. On the Services & Accounts page, click the () beside Deposit Account Reporting, Information Reporting and
Statements and Documents.

3. Under Information Reporting and Statements and Documents, select Entitled Account for any accounts the user
will need to be able to view. Then scroll down and click Continue.

o Information Reporting Service enabled, accounts entitled
Entitled Account
Deacription Account Humber TRC :
122238200
122238200
122238200

122238200

BUSINESS 122238200
BUSINESS SAVINGS 122238200
Flinstone Bedrock OB 122238200
GTMSS-Test 122238200
TEST 12345 122238200
Test Account 122238200

4. No limits are required for view-only users. Click Continue.

Limits

None of the enabled services include user imits.

T —
Continue | Save as Draft |

5. Verify the new user’s details and click Create User.

6. You'll see a New User — Confirmation screen.

New User - Confirmation

New user has been successfully created

Security settings may require additional approvals before this User ID is active. Review the user status listed beiow. To manage an existing user, complete a saved user, or crealie a new user, o 1o User Administration.

o EBniE Business Online Banking User Guide | Revised 11.04.22
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STATEMENTS & ALERTS

1. How long do messages and alerts stay in your inbox?
Received messages and alerts will be automatically deleted after 90 days.
2. Once you change delivery preferences, how soon do your online statements appear?
You'll receive your online statements immediately upon updating your delivery preferences.
3. Why can’t | see online statements?

You may need to change the delivery preferences. You can do so if you are an administrator.

ENROLL IN ONLINE STATEMENTS

1. To enroll in online statements, hover over Reports and click Statements and Documents.

PACIFIC WESTE ANE e Reports Mo ces  Administration

Depasit Account Reporting
Accounts Summary Depasit Reports
Ghecking Savings Loan ACH
Balances as of 06/22/2021 Investment Accounts
Loans
Downloadable Reports
Incoming Wires

Statemnents and Docurnents

Returned Checks

2. Onthe next screen, click View and maintain document preferences.

Online Documents

[] Search Statements and Documents
2

New Requests

View

‘el r r .~ ey
L Most recent documents for an account Type

@ Documents for a specific accownt {select account below)

Fimer By Account

Al accounts -
Test Account - Checking T

Document Type

B Sran

o EBniaE Business Online Banking User Guide | Revised 11.04.22




Co N T E N TS 3. Change the delivery preference to Online for the notice or statement and click Continue.

Online Documents

Manage Delivery Preferences

STATEMENTS & ALERTS

ABA Account Description Account Type Document Type Delivery Preference
Enroll in Online Statements ; ) —— e -

122238200 0004 st Account Checking Statement Ondine -
View & Download Statements

122238200 0004 Tost Account Chetking Matic 3|

Add Alerts Online
Edit or Delete Alerts

4. Review the service agreement and click | Agree.

View Messages & Alerts

Online Documents

Manage Contact Info
Service Agreement

To view statements and documents, you must read and agree to the following service agreement for your account.

Please click on the link to view the Business Online Documents Agreement for Pacific Western Bank

To confinm that you have read and agree to the terms and conditions of the Online S1atements Agreement and Disclosure, click *| Agree™
{ ™

[4] EEE o)
" 0

5. Verify the delivery preference change and click Save Preferences.

Online Documents

Verify Preferences

You are updating the defivery preferences: for these account documents. Documents with "Paper” defivery will no lenger be available for online viewing.

ABA Account Description Account Type Document Type Delivery Preference

122238200 0004 Test Account Checking Matice Online

Preferences

s ™
| Cancel
hs iy

6. A confirmation message will appear.

Online Documents

Delivery Preference Confirmation

Your stalems ces have been saved s

Wou will sutomal pesage in your online message center when new slatements ase available for viewng

o EBniaE Business Online Banking User Guide | Revised 11.04.22
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CONTENTS VIEW & DOWNLOAD STATEMENTS

1. Hover over Reports and select Statements and Documents.

;w PACIFIC WESTE ANK W w Reports M ant 83 Administration

STATEMENTS & ALERTS

Enroll in Online Statements

Deposit Account Reporting

Accounts Summary Deposit Reports

View & Download Statements
Add Alerts
Edit or Delete Alerts

Checking Sawings Loan ACH

Balances as of D6/22/2021

Investment Accounts

Loans

View Messages & Alerts

Downloadable Reports

Manage Contact Info Wnooming Wires

Statements and Docurments

Returned Checks

2. Under View, select:
Most recent documents for an account type > Checking accounts or Savings accounts

or

Documents for a specific account (select account below) > Filter By Account > Account
3. Then select Statement and click Continue.

Online Documents

Search Statements and Documents

HNew Requests

View
[] () Most recent documents for an account type
@ Documents for a specific account {(select account below)

Fite .
Al £3

Test Account - Checking

Document Type

&) o, ™
|:3:| ® Sttemant

Member B | Bank R 1.04.22
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4. Click on a statement date to view a specific statement. You can print or download the statement from the new

window.

Online Documents

Statements and Documents

Document Date Primary Account

*0004

[ Pewnlrad Galactad 0 1l

Account Type
Checking

Checking

5. Download one or more statements by selecting the box beside the desired statement(s) and then click Download

Selected Statements.

Online Documents

Statements and Documents

ciin

Document Date Primary Account

Account Type

D5/3142021 *0004 Checking
E] Ddra0y 2021 0004 Checking
(" bownlasd Setected Documents )
N .
6. A PDF (for one statement) or zip file (for multiple statements) will download.
1573142 0004 Checking
= 4/30 1 0004 Checking

e ™y
| Download Selected Documents 3
o .

To view documents online, you must have Adobe® Reader® installed on your computer. To download the Adobe® Reader®, click the Adabe® link below. To confirm you have Adobe®

L 0004-Test Accou...2ip  ~

Reader® installed, view this sample POF f

Got Questions? We can help

Member
= Fbi¢
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CONTENTS ADD ALERTS

1. To add alerts, hover over Administration and select Communications.

w PACIFIC WESTERN BANK Welcome Money Movement  Acc Services  Administration

STATEMENTS & ALERTS

Enroll in Online Statements

Cummuniculluns Approvals (1) Exceptions

Company AJMinstFation { spilay Opt

Accounts Summary

View & Download Statements

Checking Savings Loan Self Ademinisiration Alerts and Messages

Balances ax of D6/Z3/2021 Service Adminisiration Available Ealance ACH Flle Unload Apnrwai Pending

Add Alerts
Edit or Delete Alerts s7.21 i

View Messages & Alerts 2. Select Manage Alerts.

Manage Contact Info Communications

Mail and Alerts Sent Mail Forms and Dacurments Manage Alerts Contact Us

Received Mail and Alerts

Received messages will b automatically deleted after 90 days,

fras, o, L

3. Select alert type: Account, Non-Account, Multiple Accounts, or Custom.

Communications

Mail and Alerts Sent Mail Forms and Documents Manage Alerts ContactUs

Manage Alerts

co

age to manage the alerts you receive and how you receive them, You can add new alérs, change existing alirts, or debele non-mandatary akrts, Enabled alerts are always delivered to your online banking mailbox, Available destinations depend upon the
nformation you enter inPers faren

I you chonse to receive text message alerts, you are agreeing to the Text Message Terms and Conditions and our posted Privacy Palicy, Messages and Data Rates may apply, see your Carier for details The frequency of text messages will depend on the alerts you

choose. You can change your alert sebections at any time. Messages can be discontinued by remaving your mobéle phone number, changing your alert selections, or by sending STOP as a reply to an alert message or directly to 20736, Mesaages will come from Pacific
Western Bank as Bank Alerts.

For addiional assistance, type HELP in response to a message from 20736 or send an email to Info@pacificwesternbank com. You can also contact us in Secure email using the Contact information on this site.
[] m NomAccount  Multiple Accoumts  Custom
Acoount
Checking - #6133 %

4. Scroll to the Available section, and select the (+) to add the alert.

Available

Balance and Activity Alerts

Check Presented

Returned Deposited ltem E

Credit Posted

Debit Posted

Member B | Bank R 1.04.22
N CTIE TTESTER DA o toic usiness Online Banking User Guide | Revised 11.0




CONTENTS 5. Enter any required information, select your email and click Add.

Maximum Balance

Motifies you dall)' when the account’s balance g above the amount Sp&‘t‘lr:t-d. basad on the previous: day’s transactions.
STATEMENTS & ALERTS s
Enroll in Online Statements D (oo )
View & Download Statements
Add Alerts 6. The alert will appear under the Active section.
Edit or Delete Alerts Aetivh

Balance and Activity Alerts
View Messages & Alerts S
Manage Contact Info Alet When SendTo
Above $100.00

EDIT OR DELETE ALERTS
Follow steps 1to 3 from Add Alerts above, then:

1. To edit an alert, select the edit icon beside an alert in the Active section.

Active

Balance and Activity Alerts

Maximum Balance

Alert When Send To:

Above $100.00

2. Make changes to the information and click Save.

Active
Balanee and Activity Alers
Maximum Balance
Notifies you daily when the account’s balance is above the amount specified, based on the previous day's transactions.

Alert When: Send To.

5 B Email

'I(f:(‘l..l.‘D
( N

3. To delete an alert, select the (%) icon beside an alert in the Active section.

o EBniaE Business Online Banking User Guide | Revised 11.04.22
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CONTENTS VIEW MESSAGES & ALERTS

1. Hover over Administration and select Communications.
2. Messages and alerts will appear under the Mail and Alerts section. NOTE: Received messages will be automatically
STATEMENTS & ALERTS deleted after 90 days.

Communications

Enroll in Online Statements

Mail and Alerts Sent Mail Forms and Documents Manage Alerts Contact Us

View & Download Statements —_—
Received Mail and Alerts

Ad d A | e rts Received messages will be automatically deleted after 90 days.
E d |t or D e | ete A | e rts Date Status Type Sent From Subject
s 06/2372021 12:33:02 PM (ET) Unread Alert Bank ACH Fils Upload Approval Pending
View Messages & Alerts
D6/Z3/20Z1 03:44:05 AM (ET) Unread Alart Bank Statement Available

Manage Contact Info

MANAGE CONTACT INFO
1. Hover over Administration and select Communications.
Select Manage Alerts.

Click Personal Preferences.

Mail and Alerts Sent Mail Forms and Documents Manage Alerts Contact Us

Manage Alerts

Use this page to manage the alerts you receive and how '.ul\ll\_w-_'. Wou can add new alerts, change existing alerls, or delete non-mandatory alerts. Enabled alerts are always delivered 1o your online banking mailbox. Available destinations depend upon the

conact infarmation you enter in Personal Preferences,
If you choose 1o receive text message alerts, you are agreeing to the Teat Mess: Terms and G ons and our posted Privacy Policy. Messages and Data Rates may apply, see your Garrier for details The frequency of text messages will depend on the alerts you
choase, You can change your alen selections at any time, Messages can be discontinued by remaving your maobile phone number, changing your alert selections, or by sending STOP as a reply to an alert message or directly to 20736. Messages will come from Pacific

‘Western Bank as Bank Alerts

For additional assistance, type HELP in response to a message from 20736 or send an email to info@paciicwestembank com. You can also contact us in Secure email using the Contact information on this site

4. Click Add under Email or Telephone.

Self Administration

Change Password Personal Preferences Wser Activity Report
Email
The primary e-mail address listed below will be used for bank communications such as alens and electronic staterment notifications.

A secondary e-mail address can be added for use as an optional or backup e-mail

Primary Email Addrass.

Telephone
o EBniaE Business Online Banking User Guide | Revised 11.04.22

PACIFIC WESTERN BANK




CONTENTS

STATEMENTS & ALERTS
Enroll in Online Statements
View & Download Statements
Add Alerts

Edit or Delete Alerts

View Messages & Alerts

Manage Contact Info

PACIFIC WESTERN BANK

5. Enter the information and click Update.

Email

A secondary e-mail address can be added for use as an optional or backup e-mail

Primary Email Address

Secondary Emai Address

p o ™\
\

The primary ¢-mail address listed below will be used for Bank communications such as alerts and elecironic statement notifications,

6. A confirmation will appear.

7. To edit, select the edit icon. Make changes to the information and click Update.

Member
= Fbi¢
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CONTENTS DEPOSIT ACCOUNT REPORTING

Under Deposit Account Reporting you can search for and view account activity and balances. You can download
search results and save the search options for future use. This is the best way to review transaction details on a
regular basis.

DEPOSIT ACCOUNT You can search for transactions by account(s), date range, transaction type, amount (or amount range), or check serial
REPORTING number (or check range). You can also view images of paid checks and checks deposited. Access deposit account
activity for an account by selecting the account on the Welcome page. The default view includes the previous and
current day’s transactions and a running balance.

Create a Report

CREATE A REPORT

1. To create a saved report for quick access to account activity, hover over Reports and select Deposit
Account Reporting.

w PACIFIC WESTERN BANK Welcome Reports  Money Movement  Account Services  Administration

Deposit Account Reporting

Accounts Summary Deposit Reports

2. Select Screen under Output To. Choose Account, Specific Date or Date Range, Transaction Types, and then
click Search. NOTE: Select a different Output To to export a report. Available formats are BAI2, CSV, PDF, QIF,
QuickBooks or Quicken.

Deposit Account Reporting

Activity Balances Activity & Balances Forecast Balances Zaved Searches

Search Deposit Account Activity
Up t0 18 months of data swvailable
Sroen

Ta add, edit, or debete a custom file export format go to File Expe

GTMSS Test - Chocking 2605 - Available §15.98

62372021

() Previous Business Day

o EBniaE Business Online Banking User Guide | Revised 11.04.22
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Co N T E N TS 3. To save your search as a report, click Save This Report.

Deposit Account Reporting

Agtivity Balances Activity & Balances Ferecast Balances Saved Searches

Deposit Accounts Activity Summary

DEPOSIT ACCOUNT Save This Repor
REPORTING

Create a Report 4. Name the report, choose the Date Range and click Save Report.

Create a Saved Report X

Riport Marme
30 Day Test Report

(This narme will appear under Saved reports on the welcome page and then viewing
reports.)

Date Range:
C Display Information for the selected date range.

@ Display the most recent days

Recent Days
30

ave Repo
L R

5. A confirmation will appear.

Saved Report - Setup Confirmation

2 This report was saved successfully.

Report Name: 30 Day Test Report

Date Range: Display the most recent 30 days and future days
worth of information.

7 o
| Close )
N A
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BILL PAY

ENTITLE A USER TO BILL PAY

1. Hover over Administration and select Company Administration.

% PACIFIC WESTERN BANK

Welcome Reports  Money Movement  Account Services  Administration

Communications

Company Administration

edf Adminisiration

Accounts Summary

Checking Savings Loan

2. Select the user by clicking on their User ID.

3. Within the user’s profile, click the edit icon next to Services & Accounts.

3]

Services & Accounts

Service

ACH Fils | inlaad

4. Click the plus icon beside Bill Pay.

Service
ACH File Upload Service enabled, accounts not applicable.

ACH Pasitive Pay Service enabled, accounts entitled

ACH Reporting Service enabled. sccounts not spplicadle.

ot

Bill Pay

5. Under Entitled Account, check the account(s) the user should have access to for Bill Pay. NOTE: Users with the
Administration role will have access to all accounts within Bill Pay.

Entitled Account

Description Account Number TRC
122238200 .=
122236200 2
122238200 Z

BUSINESS 7670 122238200

Flinstone Bedrock QB 122238200

GTMSE-Test 122238200

TEST 12345 122238200

B

6. Scroll down and click Save Changes.

NOTE: A user’s role in online banking determines their Bill Pay role. See Bill Pay Role Definitions and modify the

user’s online banking role if necessary.
Member
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BILL PAY ROLE DEFINITIONS

A user’s role in online banking determines their Bill Pay role.

ONLINE BANKING ROLE BILL PAY ROLE

BILL PAY PRIVILEGE

AVAILABLE TASK

Administration

Administrator

Create Payments

Enter current-day or future-dated
transactions up to the company limit,
regardless of user limits set.

Approve Payments

Approve any transaction up to the
company limit, regardless of user limits set.
Transactions can be approved in advance
of their effective date.

Add/Change Payees

Maintain details of payees.

Add/Change Automatic Rules

Set up recurring payments.

View Payment/Audit Reports

View payment and audit reports.

Set Up Templates User Create Payments Enter current-day or future-dated
transactions up to their entry limit.
Add/Change Payees Maintain payee details.
View Payment/Audit Reports View payment and audit reports.
Approval User Create Payments Enter current-day or future-dated
transactions up to their entry limit.
Approve Payments Approve transactions up to their approval
limit. Transactions can be approved in
advance of their effective date.
View Payment/Audit Reports View payment and audit reports.
User (No Role) User Create Payments Enter current-day or future-dated

transactions up to their entry limit.

View Payment/Audit Reports

View payment and audit reports.

NOTE: Payments created by users who do not have the Approval or Administration role require approval by
someone else in their company; no payments are auto-approved. Additionally, a user who has the Administration
role in online banking is automatically given access to all accounts set up in the Bill Pay system regardless of their
Bill Pay account entitlements.

Member
= Fbi¢
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ACH FILE UPLOAD
SUBMITTING AN ACH NACHA FILE UPLOAD

1. Click Money Movement > ACH > Upload Transactions.

ACH

Make Payment Collect Money History T}Ioﬂd Transactions File Status Uploaded Files

2. Click Browse and select the file to upload.
3. Click Upload File.

ACH

Make Fayment Gollect Monay Hestory Upfoed Transactions File Siatus Upfaaded Files

Upload ACH Transaction Files

r \
2 o 0 1 Browse )
Fila lpcation h_ J

APPROVE UPLOADED ACH FILES
1. Click one of the following:

Approvals > Files

_'__ Approvals (!) Exceptions

Money Movement > ACH > File Status
2. Scroll to the ACH Files or Files to Approve or Transmit section (depending on the navigation path you chose).
3. Select the files you want to approve and then click Continue.
4. Verify the files as needed and then click one of the following:

Approve: Approve all transactions in the file now; more approvals are required.

Transmit: Apply final approval. The transactions are transmitted or scheduled, depending on

their effective date.
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Co N T E N TS 5. If prompted, complete additional user validation:

a. Select Phone or Text message (if applicable).

b. Click Continue. If you selected to be contacted by phone, a one-time security code is displayed; you should
enter or speak the code into the phone once you receive your phone call.

If you selected to be contacted by SMS text, a dialog box is displayed to enter your mobile phone number.

i. Do one of the following: If you chose to receive a phone call, speak or enter the displayed one-time
security code into your phone. After completing the phone call, click Phone Call Completed.

If you chose to receive an SMS message, select the appropriate Country/region, enter a mobile phone
ACH FILE UPLOAD number and then click Send Text Message. If the mobile phone number matches a number on record, a text
Submitting an ACH NACHA File message containing a one-time security code is sent to your phone, and the Enter the Security Code dialog
Upload appears.

Approve Uploaded ACH Files ii. For SMS text messages, type the one-time security code displayed on your mobile device into the

Delete an Unapproved One-time security code field on the Enter the Security Code dialog and then click Submit.

Uploaded ACH File If required, type your token passcode and then click Continue.

Check the Status of ACH Files ACH
Importing ACH Information

Addlng a Custom ACH EETTR T Codlar: Py Hisory Upload Trarsactions Fibe Sty Upkede Hiles

Payment/File Definition
Verify File Approval

Importing ACH into an Existing

HEPIGhs i

(T wivm o chid e 3 fibe i ok thii Tk v

File Mame: Uplead Dake: 1 Company IR Desils Credils EMective Dale SO Codes  Mumberof Prenctes  Approval Slatus

DELETE AN UNAPPROVED UPLOADED ACH FILE

1. Click one of the following:
Approvals > Files
Money Movement > ACH > File Status

| 2. Scroll to the ACH Files or Files to Approve or Transmit section (depending on the navigation path you chose).
; '/ 3. Click the link File Name column for the ACH file you want to delete.
PACIFIC WESTERN BANK @ EB"i’E Business Online Banking User Guide | Revised 11.04.22




Co N T E N TS 4. Click the delete icon ( ) beside the File Information heading.

5. Verify the ACH file as needed and then click Delete.

CHECK THE STATUS OF ACH FILES
Check the status of ACH files that were uploaded in the past 30 days.

ACH FILE UPLOAD
Iiake FPavmer: Collect Maney FIatary Upload Transactiens File Status Uploaded Files

Submitting an ACH NACHA File
Upload : o

. Uploaded ACH Files e
Approve Uploaded ACH Files
Delete an Unapproved M Seerch
Uploaded ACH File
Check the Status of ACH Files {Te view details, click the e name.)
Importing ACH Information File Name Upload Dt 4 CompangiD  Dabits Credits Effactive Dats SEC Codes  Status
Adding a Custom ACH R AP
Paymeﬂt/File Deﬂnition MACHA CCO 2 021072020 02:11:46 PMET  ACHCOMPANY  5° T ﬂ SL796 J:.:"-. Mulliple batehes (2)  CCOCTX Panding Approwval
Importing ACH into an Existing NACHA CCD 7 b 08/10/2020 02:09:03 PM ET e Rejected
Template

1. Click Money Movement > ACH > Uploaded Files.

2. Complete the following fields:
Status: Verifying, Pending, Approval, Rejected, Transmitted, Confirmed and/or In Process
Date: Specific Date or Date Range

3. Click Generate Report.

l
{7
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IMPORTING ACH INFORMATION

File imports allow you to import payees into existing ACH templates created in Online Banking. Before importing, the
template must be created first in Online Banking. Once the template is created, you will create the Import Definition.
About ACH File Definitions

File definitions define the structure of files containing detailed account information that are imported into ACH templates.
Detail account information can be imported into templates using the National Automated Clearing House Association
(NACHA) format or a customer file format in .csv or fixed width.

The NACHA format uses the format specifications described in NACHA Operating Rules and Guidelines; multiple
customers for one financial organization may appear in one file. Custom file formats can be delimited or fixed.

A delimited file is a flat text file consisting of data items separated by a specific character. A fixed file is a text file
consisting of data that has specific lengths and positions.

ADDING A CUSTOM ACH PAYMENT/FILE DEFINITION

1. Click Money Movement > ACH > Make Payment.
2. Click the Maintain file import definitions link.
3. Click the Add a file definition link.
4. Select or fill in the Description options:
a. Inthe Definition name field, type a name (up to 35 alphanumeric characters).
b. Inthe Description field, type a description (up to 35 alphanumeric characters).
c. If applicable, select a Request type option.
d. Select a File type option: Delimited, Fixed or Fixed-NACHA.
Click Continue.
Select or fill in the Characteristics options:
a. Forthe Delimited file type, select a Field delimiter option: Tab, Comma, Semi-colon or Dash.
b. Forthe Delimited and Fixed file types, select an Amount format: Whole dollar (123) or
Implied decimal (1.23).
c. Optional: Select one or more Match records by options: ABA/TRC, Account number, Account type,
Account name, ID.
2 iBic Business Online Banking User Guide | Revised 11.04.22



Co N T E N TS 7. Fill in the Position Number or Positions (Start to end) in the Field Properties section.
8. Click Add File Definition.

ACH

Make Fayment Callest Moy Hisiory Upload Transactiors File Status Uplaaded Files

Add File Definition

yiew cisting drefinificns
ACH FILE UPLOAD o |

1) Desarplion Complete .
Submitting an ACH NACHA File
Up'oad {E] characteristics Complete -
Appl’OV@ Uploaded ACH Files (3) Fleld Properties Complete -

Delete an Unapproved

Uploaded ACH File EJ 1y
Check the Status of ACH Files

Importing ACH Information
: IMPORTING ACH INTO AN EXISTING TEMPLATE
Adding a Custom ACH

Payment/File Definition Making an ACH Payment via Template with File Import

Importing ACH into an Existing 1. Click Money Movement > ACH > Make Payment.
Template 2. Select a Template Name option and then click Continue.
If you cannot locate a particular template, contact your company’s Administrator to verify that you have privileges for
the template’s source account.
3. Select Edit This Template (using tool icon). “

b. Select Import Details.

c. Select your File Definition previously created, select Continue.

d. Select Browse to locate your file. Select Update By with the following choices.

|

{7

Member B | Bank R 1.04.22
N CTIE TTESTER DA @ toic usiness Online Banking User Guide | Revised 11.0




CONTENTS

ACH FILE UPLOAD

Submitting an ACH NACHA File
Upload

Approve Uploaded ACH Files

Delete an Unapproved
Uploaded ACH File

Check the Status of ACH Files
Importing ACH Information

Adding a Custom ACH
Payment/File Definition

Importing ACH into an Existing
Template

6.

UPDATE BY OPTION DESCRIPTION

Adding new and updating
existing transactions

Imports all transactions; adds new transactions and updates existing.

Adding new transactions only Imports only new transactions and ignores existing transactions.

Updating existing transactions Overwrites existing transactions and does not add new transactions.

Delete existing and add
new transactions

Deletes existing transactions and adds new transactions.

Existing detail account information is identified when specific fields in the template match data contained within
the file being imported. These specific fields are determined by the Match records by selections made in the
Characteristics section of a file definition. For example, if account name is selected for Match records by in a file
definition, then those records that match based on Account name are considered existing transactions.

e. Import File. File information will be loaded into the template.
Click Continue.

Verify the payment as needed and then click one of the following options:

OPTION DESCRIPTION

Submit for approval Approve the payment later or allow other users in the company to approve it.

Transmit Approve and transmit the payment.

Approve Approve the payment now.

If prompted, complete additional user validation:
a. Select Phone or Text message (if applicable) and then click Continue.
b. Do one of the following:

- If you selected to be contacted by phone, a one-time security code is displayed; you should enter or speak
the code into the phone once you receive your phone call. After completing the phone call, click Phone Call
Completed.

- If you selected to be contacted by SMS text, a dialog box is displayed for you to enter your mobile phone
number, select the appropriate Country/region, enter a Mobile phone number and then click Send Text
Message. If the mobile phone number matches a number on record, a text message containing a one-time
security code is sent to your phone, and the Enter the Security Code dialog appears.

c. For SMS text messages, type the one-time security code displayed on your mobile device into the one-time
security code field on the Enter the Security Code dialog and then click Submit.

o EBniE Business Online Banking User Guide | Revised 11.04.22
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7. If required, type your token passcode and then click Continue.

Existing detail account information is identified when specific fields in the template match data contained within
the file being imported. These specific fields are determined by the Match records by selections made in the
Characteristics section of a file definition. For example, if Account name is selected for Match records by in a file
definition, then those records that match based on Account hame are considered existing transactions. The fields
that are validated during import are as follows:

FIELD

REQUIREMENT

ABA/TRC

Nine-digit, numeric Receiving Depository Financial Institution’s identification number.

Account Number

Receiving Depository Financial Institution’s Account Number that is not greater than
17 alphanumeric characters.

Account Type

NACHA-formatted files: Two-digit numeric Transaction Code where the first digit is
either a 2 for checking or a 3 for savings.

Fixed and Delimited formatted files: For a checking account, 1 or checking is allowed.
For a savings account, 2 or savings is allowed.

Account Name

Receiving Company Name or Individual Name. A maximum of 22 characters is supported.
Single quotes are not supported.

D

Identification number related to the account owner. A maximum of 15 characters
is allowed. Single quotes are not supported.

Default Amount

Value between $0.00 and $99,999,999.99.

Addenda

For non-IATs - a maximum of 80 characters is allowed. Single quotes are
not supported.

For IATs - appropriate IAT addendums are included and not blank.

Member
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CONTENTS APPROVING ACH TRANSACTIONS

To approve ACH transactions, click Approvals on the upper right-hand side of the home screen, then follow the
steps below.

Approvals Exceptians|

Checking

1. Click Transactions.

APPROVING ACH Approvals
TRANSACT'ONS Transfers Transactions Templates Scheduled Requests Issues Files Users

2. Select the transactions you want to approve and click Approve Selected. You can approve from this screen or
click on the hyperlink under the account to verify transaction details.

3. Verify the transactions and then click Transmit.

OPTION DESCRIPTION

Transmit Approve and transmit the transactions.

Note: The number of approvals required and approval settings for the service determine the options available to
you. Options vary based on user permissions.

4. When prompted, complete additional user validation:

a. Select Phone or Text message (if applicable) and then click Continue.

One-Time Security Code

We need to call or send a text message to complete this process.

Please tell us where you can be reached

(®) call
C (po0¢) w030 7EE0
C [30x) 1000 8645

l:) Eend o text measaege te the mobile phone en record.
Note: Standard text message rates apply. Please confact our wirsless carrier
for details.

My phone number is nol lisled

T ¥
[+ ] o =
s —
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Co N T E N TS b. Do one of the following:

i. If you selected to be contacted by phone, a one-time security code is displayed; you should enter or speak
the code into the phone once you receive your phone call. After completing the phone call, click Phone
Call Completed.

One-Time Security Code X

Please wait for your phone call. We are now calling (00 som-7550

During the call, you will be asked to enter the one-time security code
displayed below.

Once you complete the phone call, click Phone call completed.

APPROVING ACH Transactions covered by this approval: 1
TRANSACTIONS

One-Time security Code : 90273

1 didn’t receive a phone call

-,

4 Phone Call Completed | Cancel -/'I

ii. If you selected to be contacted by SMS text, a dialog box is displayed for you to enter your mobile phone
number, select the appropriate Country/region, enter a mobile phone number and then click Send Text
Message. If the mobile phone number matches a number on record, a text message containing a one-time
security code is sent to your phone, and the Enter the Security Code dialog appears.

One-Time Security Code X

Enter your mobile phone number

Flease enter the mobile phone number you have on record with us. We will send you
a text message with a one-time security code,

Impertant: By clicking Send text message, you agree Lo the Terms of Use. Standard
text message rates apply. Contact your wireless carrler for details.

Coumntry/region

UMITED STATES -

Mioikile Phione Mumibsr

Please enter a Phone Murmber

(Mrea/City code and local number)

STy
Send Text Message | Cancel )
% vy

o EBniaE Business Online Banking User Guide | Revised 11.04.22
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c. For SMS text messages, type the one-time security code displayed on your mobile device into the One-time
security code field on the Enter the Security Code dialog and then click Submit.

One-Time Security Code X

Enter your moblle phone nurmber

We have sent a text message with a one-time security code to ()
xxx- 7550, Once you receive the message, enter the security code and
click Submit.

APPROVING ACH
TRANSACTIONS

PFlease note that text messages can take a few minutes to be received.

Transactions covered by this approval: 1

E‘] |Dne-T|-ne Secuity Code

Plense Enfer One-Time Security Code,

| didn't receive my text messane

— ) F ™
Confirm Security Code K Cancel jl
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CONTENTS PAYMENTS & COLLECTIONS

MAKING AN ACH PAYMENT WITHOUT A TEMPLATE
1. Click Money Movement > ACH > Make ACH Payment/Manage templates.
2. Click the Send money without a template link.

Make ACH Payment without a Template

I'emplate Infgrmation

Template Mame (0|

ptional)

Renuest Type

Company Mame/ |0 -

PAYMENTS &
COLLECTIONS :-II:.-'.m:'!i

Making an ACH Payment
Without a Template

Descrption

Making an ACH Payment via
Template

Search ACH Template Details
Hold ACH Template Details

-~ ~
| Cancel |
. A

3. Please note all fields are required unless indicated below.

a. Optional: In the Template name field, type a name (up to 20 alphanumeric characters) to save the payment
as a template.

b. If applicable, select a Request type option.
Select a Company name/ID option.

In the Template description field, type a description of the transaction (up to 10 alphanumeric characters).
This field does follow the transaction to the recipient bank.

e. Select a Debit account option.
f. In the Maximum transfer amount field, type the dollar amount that is applied to each detail account.
g. Type the Effective date or click the calendar icon and select the date.
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4. Click Continue.

Optional: Type an amount in the Control amount field.

Select or fill in the Credit/Destination Accounts options:

a. Select a Payment instructions option:

i. Do not process details with amounts of $0.00. This can be used to hold transactions.

ii. Send details with amounts of $0.00 as payments.

b. Inthe ABA/TRC field, type the ABA or click the ABA search link to search for an ABA/TRC.
c. Inthe Account Number field, type the account number.

d. Select an Account Type option.

e. Inthe Name field, type the name of the individual/company associated with the account.
f.  Optional: In the Detail ID field, type the detail ID.

g. Inthe Amount field, type the amount to pay.

=

Optional: In the Additional information field, please add any addenda to that would follow the transaction.
7. Click Continue.
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8. Verify the payment as needed and then click one of the following options:

ABAITRC Accoust Accoun Type e Duetall Amount

9. When prompted, complete additional user validation:
a. Select Phone or Text message and then click Continue.
b. Do one of the following:

i. If you selected to be contacted by phone, a one-time security code is displayed; you should enter or
speak the code into the phone once you receive your phone call. After completing the phone call, click
Phone Call Completed.

ii. If you selected to be contacted by SMS text, a dialog box is displayed for you to enter your mobile phone
number, select the appropriate Country/region, enter a Mobile phone number and then click Send Text
Message. If the mobile phone number matches a number on record, a text message containing a one-time
security code is sent to your phone, and the Enter the Security Code dialog appears.

c. For SMS text messages, type the one-time security code displayed on your mobile device into the One-time
security code field on the Enter the Security Code dialog and then click Submit.
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CONTE NTS MAKING AN ACH PAYMENT VIA TEMPLATE
1. Click Money Movement > ACH

Make ACH Payment / Manage Templates
plale | T L IR 3¢ lemolale I Mank fi 1 defin oy

o [ it thie B lafe has @ reporied Notk 1l Change that must be apy belorm Sheir li beused
L

Avallable Templates

Template ttame + Request Type Bebit Ascount Dempany Hamenn
iinme P s EST CAMIZ3456789)

PAYMENTS &

COLLECTIONS

Making an ACH Payment 2. Select a Template Name option and then click Continue.

Without a Template 3. Select or fill in the Template Information options:

Making an ACH Payment via a. Type the Effective date or click the calendar icon and select the date.

lizmplEtE b. Optional: Type an amount in the Control amount field.

Search ACH Template Details
Hold ACH Template Details

4. If requested, select a Payment instructions option:
a. Do not process details with amounts of $0.00; hold the transaction for this payment.
b. Send details with amounts of $0.00 as payments.

5. In the Amount fields, type the amount to pay to each account. To make the dollar amount the same for all
accounts, type the dollar amount in the Set all amounts to field and then click Change.

6. Click Continue.

Member B | Bank R 1.04.22
N CTIE TTESTER DA @ toic usiness Online Banking User Guide | Revised 11.0




CONTENTS

PAYMENTS &
COLLECTIONS

Making an ACH Payment
Without a Template

Making an ACH Payment via
Template

Search ACH Template Details
Hold ACH Template Details

PACIFIC WESTERN BANK

7. Verify the payment as needed and then click one of the following options:

Verify Payment

Tt vt spom e apperm il by el ponagiy s e vee o i b Lirprn i

The cantra i of 5.8 ot ok g e 1t o o LB st

ARTHE Azt iccami Tia wre Sl fre

Tkl [ET

ACH

VI Collest Mosey Histon dead Tt File Siahas piasded Files

Payment Confirmation

The CED Payment roguest belew has een sddes (o the ranemit qusus sceerssdally, T send rquests for prozessng, go o ACH Tranemet - Selsetion, A1 aperovals must be recereed befare the regues! wil ke transmiased

8. When prompted, complete additional user validation:
a. Select Phone or Text message and then click Continue.
b. Do one of the following:

i. If you selected to be contacted by phone, a one-time security code is displayed; you should enter or
speak the code into the phone once you receive your phone call. After completing the phone call, click
Phone Call Completed.

ii. If you selected to be contacted by SMS text, a dialog box is displayed for you to enter your mobile phone
number, select the appropriate Country/region, enter a Mobile phone number and then click Send Text
Message. If the mobile phone number matches a number on record, a text message containing a one-time
security code is sent to your phone, and the Enter the Security Code dialog appears.

c. For SMS text messages, type the one-time security code displayed on your mobile device into the One-time
security code field on the Enter the Security Code dialog and then click Submit.
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CONTENTS SEARCH ACH TEMPLATE DETAILS

Follow the steps below to search specific details in large ACH templates.
1. Click Money Movement > ACH > Make Payment or Collect Money
Select the template you’d like to search.

If the template is large enough to have multiple pages, you will see a search icon on the left side of your screen.
Click the search icon.

1. A menu will appear, allowing you to search via ABA, Account Number, Account Type, Amount, or Additional
Information.

2. Configure your search per the available parameters and click Search.

Welcome Reporls Money Movement  Account Services  Administration

PAYMENTS & @ Approvals @ Exceptions
COLLECTIONS Credit / Destination Accounts
M a k| ﬂg an ACH Payment These are the accounts which will receive the recorded amount when a payment request is transmitted. To save this request without submitting it for transmit, click "Save as draft”.
With Templ .
thout a Template [3 - R : change
Making an ACH Payment via
Template ACH Template Details Search
) Al least one field must contain search criteria. If maore than one field has search criteria, only records that match all fields will be returned. A minimum of three (3) characters miust be entered in a field
Search ACH Template Details _
q ABA L Exact Match

Hold ACH Template Details

Account Humber . Exact Match

Account Type

(O checking

O

Savings

Detail ID — Exact Match
Amount

() specific Amount

O Range

Additional Information Exarl Malch

. ~
w,
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CONTENTS HOLD ACH TEMPLATE DETAILS

The ACH Hold feature allows you to exclude one or more detail records from a template-based ACH transaction
without changing or affecting the template. Held detail records are excluded from ACH batches. The processes for
ACH Payments and ACH Collections work similarly. To hold details on an ACH template-based transaction, follow the
steps below.

1. Click Money Movement > ACH > Make Payment or Collect Money.

2. Select an available template to make a payment or initiate a collection.
3. Click Continue.
4. Check the boxes under the Hold column for the details you wish to exclude from your template-based transaction.
5. Enterin the transaction amounts for the details you wish to include.
PACIFIC WESTERN BANK Welcome  Repurls Money Movenenl  Account Sarvices  Adminisbiation
PAYMENTS & S roecomiman
COLLECTIONS () Approvals (T) Exceptions
Mak]ng an ACH Payment Hold ABA/TRC Account Account Type Name Detail ID Amount
Without a Template Checing T
Making an ACH Payment via
T | t Additional Information (Optional
emplate
Search ACH Template Details [4]= ' e
Hold ACH Template Details Addiional information (0ptiona
Y Checking
6. Click Continue.
= . Checking
Additional Information (Optional)
= 9 Checking
Additional Information (Optional
Total: $1.00
Variance amount: (51.00)
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Co N T E N TS 7. Review your selections. For the details you chose to hold, note they are marked HELD.

The control amount is $0.00 and the total amount is $1.00. Held details and those with an amount of 50,00 are not processed. To change the details. click the "Edit this request” icon

ABA/TRC Account Account Type Name Detail I Amount
Checking 51.00
ching HELD
ing HELD
Checking HELD
Checking HELD
Checking HELL
1ecking HELD

8. Atthe bottom of the screen, click Submit for Approval or Transmit.

Checking HELD
PAYMENTS & L Checking HELD
COLLECTIONS | Checking HELD

Making an ACH Payment m]; F
Without a Template Chetking s

Making an ACH Payment via Total §1.00
Template

To sulwmit this request wilhiout transmitting, CRck Suln

8
Search ACH Template Details m (" cancel )
Hold ACH Template Details

9. A confirmation screen will appear.

ACH view your ACH ki
Make Da].-ment Collect Money History Upload Transactions File Status Uploaded Files
Payment Confirmation &

The CCD Payment request below has been added 1o the transmit queue successfully. To send requests for processing, go to ACH Transmit - Selection. All approvals must be received before
the request will be transmitted.

Template Information

Payment

TESTCA

ACH

TEST

01/27/2022

Tra mit Status ;‘e:’\él"‘; F:-pf:}‘\'a
Member
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CONTENTS WIRES

SEND A WIRE

1. Click Money Movement > Wire > Wire Money or Wire via Template.

Wire

Wire Menay Wire Via Template W Lean

Schedule a Wir@

2. Select or fill in the Debit Information options:

WIRES OPTION DESCRIPTION
Send a Wire Wire type Domestic wire or USD international wire.
Approve Current-Day Wires Template name (optional) Type a name (up to 50 characters) to save the wire transfer as a template for future use.
Edit Current-Day Wires This optign only appears to company users who are enabled to a template-based
wire service.

Delete Current-Day Wires _

Account The account from which funds are drawn.
Approve a Wire with an
Effective Date in the Past Send on date The date the transfer is effective. A date up to 180 days into the future can be entered.
Search Completed Wires Amount The dollar amount of the transfer.

3. Click Continue.

Schedule a Wire

o EBniaE Business Online Banking User Guide | Revised 11.04.22
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Send a Wire

Approve Current-Day Wires
Edit Current-Day Wires
Delete Current-Day Wires

Approve a Wire with an
Effective Date in the Past

Search Completed Wires

PACIFIC WESTERN BANK

4. Select or fill in the Recipient Information options:

7.

OPTION DESCRIPTION
Bank ID type ABA, SWIFT, or CHIPS, based on the recipient bank identification.
Bank ID A maximum of 9 alphanumeric characters can be entered (without spaces) for an ABA

bank type, 11 for a SWIFT type, or 6 for a CHIPS type.

Recipient account

Up to 35 alphanumeric characters are allowed. An account number may be an
IBAN, if appropriate.

Bank name

Up to 35 alphanumeric characters are allowed. Spaces and the following special
characters are allowed: left parenthesis [(], right parenthesis [)], plus sign [+], comma [,],
short dash [-], period [], forward slash [/], colon [:], apostrophe ['] and question mark [?].

Bank address 1, 2 and 3

Up to 35 alphanumeric characters are allowed. Spaces and the following special
characters are allowed: left parenthesis [(], right parenthesis [)], plus sign [+], comma [,],
short dash [—], period [.], forward slash [/], colon [:], apostrophe ['] and question mark [?].

Recipient name

Up to 35 alphanumeric characters are allowed. Spaces and the following special
characters are allowed: left parenthesis [(], right parenthesis [)], plus sign [+], comma [,],
short dash [-], period [], forward slash [/], colon [:], apostrophe ['] and question mark [?].

Recipient address 1, 2 and 3

Up to 35 alphanumeric characters are allowed. Spaces and the following special
characters are allowed: left parenthesis [(], right parenthesis [)], plus sign [+], comma [,],
short dash [—], period [.], forward slash [/], colon [:], apostrophe ['] and question mark [?].

Additional information
for recipient

Information you want to appear with the transfer (this text is included in your wire
transfer history). Up to 140 alphanumeric characters are allowed. Spaces and the
following special characters are allowed: left parenthesis [(], right parenthesis [)], plus
sign [+], comma [,], short dash [—], period [.], forward slash [/], colon [:], apostrophe ['],
question mark [?], dollar sign [$], and percent sign [%].

As applicable, select or fill in the First and Second Intermediary Bank Information.

If applicable, fill in or change the Wire Initiator Information options.

OPTION

DESCRIPTION

Wire initiator name

This field is pre-filled with your company name.

Wire initiator address
1,2 and 3

These fields are pre-filled with your company address. Spaces and the following special
characters are allowed: left parenthesis [(], right parenthesis [)], plus sign [+], comma [,],
short dash [—], period [.], forward slash [/], colon [:], apostrophe ['] and question mark [?].

Click Continue.

Member
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8. Verify the wires and then click one of the following options. Note: Options may vary based on user permissions.

Wire

Bieresat deret. Plaste CENIm Por Gotie. Belew

o
OPTION DESCRIPTION
Submit for approval Approve the transfer later or allow other users in the company to approve it.
Transmit Approve and transmit the transfer.
Approve Approve the transfer now.

9. When prompted, complete additional user validation:

a.
b.

Member
= Fbi¢

Select Phone or Text message (if applicable) and then click Continue.
Do one of the following:

If you selected to be contacted by phone, a one-time security code is displayed; you should enter or speak
the code into the phone once you receive your phone call. After completing the phone call, click Phone Call
Completed.

If you selected to be contacted by SMS text, a dialog box is displayed to enter your mobile phone number.
Select the appropriate Country/region, enter a Mobile phone number and then click Send Text Message. If
the mobile phone number matches a number on record, a text message containing a one-time security code is
sent to your phone, and the Enter the Security Code dialog appears.

For SMS text messages, type the one-time security code displayed on your mobile device into the One-time
security code field on the Enter the Security Code dialog and then click Submit.
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APPROVE CURRENT-DAY WIRES

Approve wires that have a current-day transmit date or scheduled wires that were not approved prior to the

transmit date.

1. Click Approvals > Transactions.
2. Select the wires to approve.
3. Click Approve Selected.

Approvals

4. Verify the wires and then click one of the following options. Note: Options may vary based on user permissions.

OPTION DESCRIPTION

Approve Selected Approve the wires now.

Transmit Approve and transmit the wires.

Approve/Transmit Approve the wires now. Wires that have received all required approvals are transmitted.

Varity Wire Approval

hresunt Template Recipient Amout  Curreney

HESS CHE NG 767 71 Test Template e Customes ) s
J Tortal - 1 ivemss fo 1.00 Usr
[ cancel )

Effestive Entered By Approval Status

LKIEL

5. When prompted, complete the additional user validation.
- Select Phone or Text Message (if applicable) and click Continue.

Member
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CONTENTS o Phone:

i. Enter or speak the system-generated one-time security code into the phone once the call is received.
ii. Click Phone Call Completed.
b. Text Message:
i. Enter your mobile phone number and country/region in the dialog box. Click Send Text.
ii. Ifthe mobile number matches a number on record, the system sends a one-time security code.
iii. Type the one-time security code into the One-time security code field on the Enter Security Code dialog box.
iv. Click Submit.

6. You'll receive a confirmation page similar to the one pictured below.

Wire Approval Confirmation

1) The wire trarster requests belaw have been submitled To check the stalus of these Iansactions, go ta Wire Histery.

vimw Compluled Tevvmctions New seleclion | Viesw wour vane limits

Transmitieg. 1200772020 11:56:0% AMET)
Wl R E S T Iy HRISTAL
. Approved Wires
Send a Wire
The: texiests belo e Leen appraved by you
Approve Current-Day Wires remplte p— i s ifotive Confrmatir ambar nporove iais

HUSINESS CHECKING (650 470 10 5l Temalne Tt Custome: 10K 15 S i) F1IARSETAH o1

Edit Current-Day Wires
Delete Current-Day Wires

Approve a Wire with an
Effective Date in the Past EDIT CURRENT-DAY WIRES

Search Completed Wires Edit an unapproved wire that has a current-day transmit date or a scheduled wire that was not approved prior to the
transmit date. Editing a wire removes any approvals it received previously, and the wire must be reapproved.

1. Click Approvals.

2. Click Transactions and select the hyperlink for the wire you want to edit.

o EBniaE Business Online Banking User Guide | Revised 11.04.22
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prese) 1 Tamgizna Baripiant Amasuni  Curreny [ Trvmrad Py g Tata

3. Click the Edit request link.

Approve Wire l

Debit Information X Return wire for edit

h
[ Edit request

WIRES
Send a Wire
Approve Current-Day Wires

Edit Current-Day Wires
Delete Current-Day Wires

) ) Click Edit wire.
Approve a Wire with an
Effective Date in the Past 5. Edit the Debit Information options as needed and then click Continue.
Search Completed Wires 6. Edit the options in the following sections as needed: Recipient Information, First Intermediary Information

(Optional), Second Intermediary Information (optional), and Wire Initiator Information (optional).

7. If applicable, in the Security code field, type the code provided to you by your financial organization for
security purposes.

8. Click Continue.
9. Verify the wires and then click one of the following options.

Note: Options may vary based on user permissions.

OPTION DESCRIPTION

Submit for approval Approve the wire later or allow other users in the company to approve it.
Approve Approve the wire now.

Transmit Approve and transmit the wire.

Member B | Bank R 1.04.22
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10. When prompted, complete the additional user validation.
- Select Phone or Text Message (if applicable) and click Continue.

a. Phone:

i. Enter or speak the system-generated one-time security code into the phone once the call is received.

ii. Click Phone Call Completed.
b. Text Message:

i. Enter your mobile phone number and country/region in the dialog box. Click Send Text.

ii. If the mobile number matches a number on record, the system sends a one-time security code.

iii. Type the one-time security code into the One-time security code field on the Enter Security

Code dialog box.
iv. Click Submit.

11. You'll receive a Confirmation page similar to the one pictured below.

Member
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Wire Confrmation

<" The wre tronsfer request below hes been sub

mitbedd. To check the status of this iransaction, g0 i Wire History.

DELETE CURRENT-DAY WIRES

Delete unapproved wires that have a current-day transmit date or scheduled wires that were not approved prior to

the transmit date.

1. Click Approvals.

2. Select the box next to the wire you'd like to delete.

e - o

3. Verify the wire as needed, and then click Delete.

4. Verify Wire Deletion and click Delete as shown below.

Member
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WIRES

Send a Wire

Approve Current-Day Wires
Edit Current-Day Wires

APPROVE A WIRE WITH AN EFFECTIVE DATE IN THE PAST

In the Effective column, past due effective dates are displayed in red. Above the listed transactions, a banner outlined

in yellow displays a warning message. To approve a wire with an effective date in the past, choose one of the following
Approve a Wire with an options:
Effective Date in the Past OPTION 1

Delete Current-Day Wires

Search Completed Wires 1. Check the boxes for the wires you wish to approve.

2. Click Approve Selected.
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WIRES

Send a Wire

Approve Current-Day Wires
Edit Current-Day Wires
Delete Current-Day Wires

3. The effective date automatically defaults to the next available business day.
4. Click Transmit if the default date is acceptable.

5. Click the icon to view a calendar with future available effective dates.

ol oney Movemeni  Account Services.  Adminisinaiion

Approve a Wire with an o
Effective Date in the Past

Wire Approval Confrmation

Sea rCh Com pleted W| res ¥ the i windess in clowed on the affctie debe o i e e, 1 e Do changeed 16 Foe maxt precamsing e, To welect o &iisrant dete, wee Bhe cabindar naut e tiective date

6. If you wish to schedule the wire for a future date, select the date on the calendar.

7. Once you've selected the appropriate future date, click Transmit.
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Wekome  Reports  MoneyMovement  Account Services  Administration

Approvals

Wire Approval Confurmation

11 i WAION B 9505 5T TG HITHCTE AB1E WaS N U8 DAY, 1 NS SN SARATHA 1S T MEVT BFOCHELING 5SS, 15 SAMGIT 5 STANEN] SN, L6 I EENALH BET 10 FRSZIVE STH.

AcTou Templase secipiens Amoum Currency

theiive Ereeren iy

Approwal sumes

WOV 2021 ~

OPTION 2

1. Click the account name hyperlink in the Account column.

Wekome Frports  MoncyMovement  Account Services | Administration

Wire Payments
One or more Transactioen marked is red have effective dabes that sre in the pest. 1f youw approve the anssctions, the effective dates sre sutomaticaly changed 1o the nent precessing dates
Account Template Reciplent Amount  Curency
Ite

Effective Entered By Approval States

2. The new default effective date becomes the next available wire window.
3. If the default date is the desired new effective date, click Transmit.

4. To select an effective date in the future, click the calendar icon.
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Approve Wire

Debit Information

Ricipient kfarmation

WIRES

Send a Wire

Approve Current-Day Wires
Edit Current-Day Wires
Delete Current-Day Wires

Got Questions? Wecanbelp 4+

o

Click on one of the dates to select as the new effective date.

o

Once you've selected the desired date, click Transmit.

Approve a Wire with an
Effective Date in the Past

Wekome Fcports  Moncy Movement  Accound Services  Administration

Search Completed Wires

Back MOV 2021
The wire window is closed. the effective date was in e past and has been cha
Approve Wire
Dedit Infarmation

SEARCH COMPLETED WIRES

1. Click Money Movement > Wire > History.
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6.

7.
8.

Select an Output to option:
Screen
.csv file
pdf

Select one or more Account options.

Select a Date range option:
Specific date
From/To

Select a Status option:
ALL
TRANSMITTED
PROCESSED
CONFIRMED
REJECTED

IN PROCESS (the transaction is pending validation from your financial organization)

Select a Wire type option:
Domestic wire
USD international wire
Wires uploaded via file

Click Search.

Completed Wires Page:

Wire

At Templite Wire Tyge

il

Sulus Entered By Apptsl St
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About Wire File Import

Company users who have any of the one-time or template-based services enabled (and appropriate account
entitlements) can import files containing multiple wire transfers with different send-on dates.

The details for the imported wire transfers can be obtained directly from the file being imported or from existing
templates (for company users with template-based services).

When a wire file is imported, all transactions in the file are validated to ensure the data is valid. Any transactions
containing invalid data are rejected. Valid transactions are routed for approval.

The Manage Alerts page includes an optional alert to which company users can subscribe to be automatically
notified when an imported wire file is completed with errors.

FILE FORMATS & REQUIREMENTS
ABOUT WIRE FILE FORMATS

WIRE FILE IMPORT & File formats define the structure of wire files imported/uploaded. Wire files can be imported using FedLine, MT103,
UPLOAD and custom file formats.

File Formats & Requirements

- FedLine is a specific domestic message format used mainly for transferring money between customers of
Adding A Custom Wire File different financial organizations or other similar financial organizations.

SO - MT103 is a specific international message format used mainly for transferring money between customers of

Import a Wire File different financial organizations or other similar financial organizations.
Check the Status of Wire Files - Custom file formats can be delimited or fixed.
- A delimited file is a flat text file consisting of data items separated by a specific character.
- Afixed file is a text file consisting of data that has specific lengths and positions.
Note: The FedLine and MT103 formats are available to company users who have any of the one-time wire transfer
services enabled.
Custom Wire File Format Requirements
DEFAULT FIELD VALUES

Company users can define default values that will be the same for every wire transaction in the file. All of these
values are optional, but if the company user enters a wire initiator value, then the wire initiator name and address
1& 2 are required. Default fields cannot be defined for files that get their transaction details from templates.

Member B | Bank R 1.04.22
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C o N T E N TS FIELD REQUIRED SUPPORT FORMATS/CHARACTERS

Wire Initiator Name Yes Up to 35 alphanumeric characters are allowed. Additionally, spaces and
the following special characters are supported: left parenthesis [(], right
parenthesis [)], plus sign [+], comma [,], hyphen [-], period [.], forward slash
[/], colon [:], apostrophe ['] and question mark [?].

Wire Initiator Address 1 Yes Up to 35 alphanumeric characters are allowed. Additionally, spaces and
the following special characters are supported: left parenthesis [(], right
parenthesis [)], plus sign [+], comma [,], hyphen [-], period [.], forward slash
[/], colon [:], apostrophe ['] and question mark [?].

Wire Initiator Address 2 Yes Up to 35 alphanumeric characters are allowed. Additionally, spaces and
the following special characters are supported: left parenthesis [(], right
parenthesis [)], plus sign [+], comma [,], hyphen [-], period [.], forward slash
[/], colon [:], apostrophe ['] and question mark [?].

Wire Initiator Address 3 No Up to 35 alphanumeric characters are allowed. Additionally, spaces and
(Optional) the following special characters are supported: left parenthesis [(], right
parenthesis [)], plus sign [+], comma [,], hyphen [-], period [.], forward slash
WIRE FILE IMPORT & [/], colon [:], apostrophe ['] and question mark [?].
UPLOAD Currency Code Yes All currency codes supported by the Bank.
File Formats & Requirements Account Yes All accounts to which the user is entitled.

Adding A Custom Wire File
Format

DEBIT FIELD PROPERTIES INFORMATION | DETAILS FROM A TEMPLATE

Import a Wire File The following table provides the requirements for debit fields for delimited and fixed files where the transaction details

Check the Status of Wire Files are obtained from existing wire templates.
FIELD REQUIRED SUPPORT FORMATS/CHARACTERS
Template Name Yes Alpha (A-Z), Numeric (0-9), 35 characters max.
Amount Yes Numeric only (0-9), greater than 0.00 and less than 100,000,000.00.
Send on Date Yes Numeric date in specified format (for example, MMDDYY).
Additional Information No Alpha (A-Z), Numeric (0-9), 140 characters max.

for Recipient (Optional)

DEBIT FIELD PROPERTIES INFORMATION | DETAILS FROM A FILE

The following table provides the requirements for debit fields for delimited and fixed files where the transaction details
are included in the file.
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C o N T E N TS FIELD REQUIRED SUPPORT FORMATS/CHARACTERS

ABA/TRC Yes Numeric only (0-9), 9 characters.

Account Type Yes 2 valid types: C (checking) or S (savings).

Account Number Yes Alpha (A-Z), Numeric (0-9), 35 characters max.

Amount Yes Numeric only (0-9), greater than 0.00 and less than 100,000,000.00.
Send on Date Yes Numeric date in specified format (for example, MMDDYY).

Currency Yes Currency code Alpha (A-Z), 3 characters max.

RECIPIENT FIELD PROPERTIES INFORMATION

The following table provides the requirements for recipient fields for delimited and fixed files. These fields only appear
for files that do not get their transaction information from templates.

FIELD REQUIRED SUPPORT FORMATS/CHARACTERS

WIRE FILE IMPORT & Bank ID Type Yes 3 Valid types: ABA, SWIFT, or CHIPS.

UPLOAD Bank ID Yes Numeric and 9 characters for ABA, Alphanumeric and 11 characters max for
SWIFT, or numeric and 6 characters max for CHIPS.

File Formats & Requirements

) ) ) Recipient Account Yes Alpha (A-Z), Numeric (0-9), 35 characters max. If appropriate, provide IBAN.

Adding A Custom Wire File

Format Bank Name Yes Alpha (A-Z), Numeric (0-9), 35 characters max.

Import a Wire File Bank Address 1 No Alpha (A-Z), Numeric (0-9), 35 characters max.

) ) (Optional)

Check the Status of Wire Files
Bank Address 2 No Alpha (A-Z), Numeric (0-9), 35 characters max.
(Optional)
Bank Address 3 No Alpha (A-Z), Numeric (0-9), 35 characters max.
(Optional)
Recipient Name Yes Alpha (A-Z), Numeric (0-9), 35 characters max.
Recipient Address 1 Yes Alpha (A-Z), Numeric (0-9), 35 characters max.
Recipient Address 2 Yes Alpha (A-Z), Numeric (0-9), 35 characters max.
Recipient Address 3 No Alpha (A-Z), Numeric (0-9), 35 characters max.
(Optional)
Additional Information No Alpha (A-Z), Numeric (0-9), 35 characters max.

for Recipient (Optional)
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FIRST INTERMEDIARY FIELD PROPERTIES INFORMATION (OPTIONAL)

The following table provides the requirements for first intermediary fields for delimited and fixed files. All of
these values are optional, but if the company user enters a bank ID type value, then the bank ID, intermediary
account, and bank name are required. These fields only appear for files that do not get their transaction information

from templates.

FIELD REQUIRED SUPPORT FORMATS/CHARACTERS

Bank ID Type Yes 3 Valid types: ABA, SWIFT, or CHIPS.

Bank ID Yes Numeric and 9 characters for ABA, Alphanumeric and 11 characters max for
SWIFT, or numeric and 6 characters max for CHIPS.

Intermediary Account Yes Alpha (A-Z), Numeric (0-9), 35 characters max. If appropriate, provide IBAN.

Bank Name Yes Alpha (A-Z), Numeric (0-9), 35 characters max.

Bank Address 1 (Optional) No Alpha (A-Z), Numeric (0-9), 35 characters max.

Bank Address 2 (Optional) No Alpha (A-Z), Numeric (0-9), 35 characters max.

Bank Address 3 (Optional) No Alpha (A-Z), Numeric (0-9), 35 characters max.

SECOND INTERMEDIARY FIELD PROPERTIES INFORMATION (OPTIONAL)

The following table provides the requirements for second intermediary fields for delimited and fixed files. All of these
values are optional, but if the company user enters a bank ID type value, then the bank ID, intermediary account,
and bank name are required. These fields only appear for files that do not get their transaction information from

templates.

FIELD REQUIRED SUPPORT FORMATS/CHARACTERS

Bank ID Type Yes 3 Valid types: ABA, SWIFT, or CHIPS.

Bank ID Yes Numeric and 9 characters for ABA, Alphanumeric and 11 characters max for
SWIFT, or numeric and 6 characters max for CHIPS.

Intermediary Account Yes Alpha (A-Z), Numeric (0-9), 35 characters max. If appropriate, provide IBAN.

Bank Name Yes Alpha (A-Z), Numeric (0-9), 35 characters max.

Bank Address 1 (Optional) No Alpha (A-Z), Numeric (0-9), 35 characters max.

Bank Address 2 (Optional) No Alpha (A-Z), Numeric (0-9), 35 characters max.

Bank Address 3 (Optional) No Alpha (A-Z), Numeric (0-9), 35 characters max.
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WIRE INITIATOR INFORMATION (OPTIONAL)

The following table provides the requirements for wire initiator fields for delimited and fixed files. All of these values
are optional, but if the company user enters a wire initiator value, then the wire initiator name, and address 1and 2
are required. If the Wire Initiator information was entered as a default, then this section is not presented.

FIELD REQUIRED SUPPORT FORMATS/CHARACTERS

Wire Initiator Name Yes Up to 35 alphanumeric characters are allowed. Spaces are allowed.
Wire Initiator Address 1 Yes Up to 35 alphanumeric characters are allowed. Spaces are allowed.
Wire Initiator Address 2 Yes Up to 35 alphanumeric characters are allowed. Spaces are allowed.
Wire Initiator Address 3 No Up to 35 alphanumeric characters are allowed. Spaces are allowed.
(Optional)

ADDING A CUSTOM WIRE FILE FORMAT

1. Click Money Movement > Wire > Import/Upload Wires.
Click the Add a wire file format link.
Fill in or select the Description options:

OPTION DESCRIPTION

Format Name The name of the file format (up to 20 alphanumeric characters).

Description The description for the file (up to 35 alphanumeric characters).

File Type Delimited or Fixed.

Details Location Where the details of the wire transactions are located: File or Template. This option is

available to company users who are entitled to any of the one-time wire services.

4. Click Next.
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5. Fillin or select the Characteristics options:

OPTION DESCRIPTION
Field Delimiter For delimited file types. Comma, Hyphen, Semicolon, or Tab.
Date Format MMDDYY, MMDDYYYY, MM/DD/YY, MM/DD/YYYY, MM-DD-YY, MM-DD-YYYY, YYMMDD,

YYYYMMDD, YY/MM/DD, YYYY/MM/DD, YY-MM-DD, or YYYY-MM-DD.

Amount Format Decimal included (i.e., 123.00) - Indicates that the decimal will be included in the
transaction amount.

Decimal not included (i.e., 123) - Indicates that the decimal will not be included in the
transaction amount. When this option is used, select an Implied decimal format: Whole dollar
(123 =123.00 Or Implied decimal (123 = 1.23). This indicates whether the decimal is implied
or not.

6. Click Next.

7. Optional: If applicable, fill in or select the Default Field Values options:

OPTION DESCRIPTION

Wire Initiator Name Name of the person/company initiating the wire (up to 35 alphanumeric characters).

Wire Initiator Address 1 Address line 1 of the person/company initiating the wire (up to 35 alphanumeric characters).

Wire Initiator Address 2 Address line 2 of the person/company initiating the wire (up to 35 alphanumeric characters).

Wire Initiator Address 3 Address line 3 of the person/company initiating the wire (up to 35 alphanumeric characters).

Currency Code Currency code of the transaction. The currency codes supported by the Bank determine the
codes that are available.

Account All accounts to which you are entitled.

Click Next.

Fill in the Position Number or Positions (Start to End) fields for the following sections:
- Debit Field Properties Information
- Recipient Field Properties Information
- First Intermediary Field Properties Information (optional)
- Second Intermediary Field Properties Information (optional)
- Wire Initiator Field Properties Information (optional)
10. Click Add file format.
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1. Click Money Movement > Wire > Import/ Upload Wires > Action: Import Wires.

% PACTFIC WESTERN BANK Welcome  FEROMR Money Movement
S
Wire
Tran
Wire Money Wire Via Template Wire Via Multiple Temiplates Loa Import [ Upload Wires File Statws History

Import / Upload Wires AcH /
Action.

2. Select a file format and then click Continue.

WIRE FILE IMPORT & 3. Click Browse and select the file to import.

UPLOAD 4. Click Import file.

File Formats & Requirements
Adding A Custom Wire File Wire Import Confirmation Page Sample

Format o Eile

Import a Wire File
Check the Status of Wire Files W P00 S0 S0I000E Iy FRIOURS 200 & Dol ITRitanid hvaver I 16 & Posiis Sphouts 81 & e pioviourty vpliatnd

ember B line Bank R 11.04.22
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CONTENTS CHECK THE STATUS OF WIRE FILES

1. Click Money Movement > Wire > File Status.

If a file has completed processing and contains one or more rejected wire transactions, the file name appears as a
link. This link can be clicked to view the wire transactions that were rejected so they can be fixed and resubmitted.

File Status

Status of uploaded files in the last 10 calendar days. all approvals must be received before a file will b fully processed.
File Nama Totad Records In File Wires Createsd Wires Rejected Uplead Date: Status

wire upogd test e, sy na n'& na 120452020 Regacted - irvalic Tarmat

Completed with emors

nfa nia nsa

afa e n/a Regerted - iralic tarmal

WIRE FILE STATUS DEFINITIONS

STATUS DESCRIPTION
WIRE FILE IMPORT &

Processing The file has been successfully received by the system and is being processed to create (or
UPLOAD ) ) ) i ) :
reject) each of the wire transactions in the file or to be placed in the approval queue.

File Formats & Requirements

) ) ) Pending Approvals The file has been successfully received by the system, cleared preliminary validations, and
Adding A Custom Wire File waiting to be approved before any wire transactions are created and processed.
Format
Rejected — Invalid Format The file was received but could not be read because the file uploaded did not conform to the

Import a Wire File
Check the Status of Wire Files

file format selected to be used to read the file.

Completed The file was processed, and a wire transaction was created for every record in the file.
Completed with Errors The file was processed, but there were one or more wire records that failed some type of
validation.

About Wire File Upload

The Wire File Upload service allows company users to initiate and approve large quantities of wire transfers concurrently.
Wire files can include domestic, U.S. Dollar international wire, and foreign currency international transfers with different
send-on dates.

When a wire file is uploaded, all records in the file are validated. If any of the transfers in the file are invalid, the entire
file is rejected. Wire files that pass validation are routed for approval. Approvals are applied to the entire file instead of
each transfer.
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Co N T E N TS To approve an uploaded wire file, a company user must be enabled to the Wire File Upload service, have the Approval

role, and have the Allow Transmit account entitlement for all accounts included in the file. Additionally, if the format used
to upload the file obtains its details from wire templates, the company user approving the file must also be entitled to
the wire services with which the wire templates are associated.

When a wire file is approved, the total currency amount of the file is validated against the currency amount the company
user applying the final approval has available for their personal wire limits for the day. If the total currency amount of the
file exceeds the currency amount the final approval can approve, then none of the wire transactions within the file are
approved/transmitted. Similarly, if any of the individual wire transactions in the file causes a limit to be exceeded, then
none of the transactions within the file are approved/transmitted. Once final approval is received, then the individual
wire transfers are created and transmitted at the same time.

Any company user with the Wire File Upload service and the Entitled Account entitlement for the account used in a wire
transfer can view the transfer. Only the company user who uploaded the file can view the details of a scheduled wire
transaction and delete it if necessary.

The Manage Alerts page includes optional alerts to which company users can subscribe to be automatically notified
about events related to uploaded wire files.

WIRE FILE IMPORT &
UPLOAD

File Formats & Requirements

Adding A Custom Wire File
Format

Import a Wire File
Check the Status of Wire Files
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BULK DELETE WIRE & ACH BULK TRANSACTIONS

The processes to bulk delete wires or ACH transactions work similarly. To bulk delete unwanted wire payments, please
follow the steps below.

1. Click Approvals > Transactions to access your list of wires available for deletion.

Check the boxes next to all wires you wish to delete. To select all available wires for deletion, check the box next
to Account in the grey column header bar.

3. Click Delete Selected.

Approvals
Transfers Transactions Templates Scheduled Requests F Uset
Appravals - Transactions
Wire Payments
qkyCheck here to select all available wires.
Aceount Template Recipient Amount  Currency Effective Entered By Approval Status
= T 345 24 Template Test 01 John Bnow = MO ot &
TEST 12345 234 Sabring B Test Template impart .00 usD 01/25/2022 JMO f ()
BULK DELETE = TEST 12345 - “234 emplate Test D Johin Snow 1.00 50 01/25/2022 of =
. TEST Recipient ) UsD 0 [ ()
Bulk Delete Wire & ACH Bulk : :
. /] TEST RECipiEAT 0 A i)
Transactions
Total : 5 ftems for 500 USD
Bulk Delete ACH & Wire File NI,
Uploads
_” Delete Selected 3
4. Review your selections and click Delete.
Approvals
Transfers Transactions Templates Scheduled Requests G5Ues Files Users
Verify Wire Delete
Account Template Recipient Amount  Currency Effective Entered By Approval Status
T Template Test D1 John Snow 1.00 uso 01/25/2022 JMOSS 0of1
EST 12345 - *2345 Template Test D1 John Snow 1.00 uso 01/25/2022 JMOSS Oot1
T *2345 2.25 Test Template TEST Reclpient 1.00 usD 01/25/2022 JMOSS oof 1
1otal - 3 ems for 30 UsD
(=] e (=
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Co N T E N TS 5. You'll see a Wire Delete Confirmation screen.

Wire Delete Confirmation

kb

@ The transaction(s) below has been deleted

Deleted 01/25/2022 11:42.50 AM (ET)
Deleted By: JMoss

Deleted Wires

The requests below have been deleted by you

Account Recipient Amount  Currency Effective Confirmation Number
TEST 12345- %2345 John Snow 1.00 UsD 1703680059
TEST 12345- %2345 John Snow 1.00 Usp 01/25/2022
TEST 12345-+2345 TEST Recipient 1.00 uso 01/25/2022 238000348
Total : 3 items for 300 uso

6. To bulk delete ACH transactions, follow steps 2 through 4 under the ACH Transactions section on the Approvals >
Transactions screen.

ACH Transactions
Account Template Name Request Type Amount  Effective Date Entered By Entry Date T Status
BULK DELETE business payment CCD Payment EOGUNEYE of 1
Bulk Delete Wire & ACH Bulk business payment CCD Payment JMOSS 01 of 1
Tra nSaCUOnS business payment CCD Payment JMOSS 01/25/2022 Oof 1
Bulk Delete ACH & Wire File e . —
Uploads Total: £89.00
f Delete Selected .:|
BULK DELETE ACH & WIRE FILE UPLOADS
Follow the steps below to bulk delete unwanted Wire & ACH file uploads.
1. Click Approvals > Files.
2. Under ACH Files and Wire Files, view the files available for deletion.
- For ACH file uploads, check the boxes on the left for the files you’d like to delete.
- For Wire file uploads, check the boxes on the right for the files you'd like to delete.
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CONTE NTS 3. Click Delete Selected.

ACH Flles o]

The following ACH files have been uploa

inthe past 30 days.

Files to Appreve or Transmit

nsmitted. Your re

thements determine the task

fm on this pa

(To view detalls of a fike, Cick the file name

File Name Upload Date 4 Company ID Debits Credits Effective Date

L5 12522t 01/25/2022 01:24:57 PM (ET) e 01/26/2022

H E L212522¢ m 01:24:44 MM (ET) 234567890 01/26/2022

[ L3 1-2522 1 ol 01:23:52 PM (ET) 234567890 STS0S0 g 2vra0az

t 01/25 01:23:42 PM (ET) el ls

m / Delele Selevied )
Approvals
e W

Files Marme Mpsoad Cutr Compary © Tty Credits Effective Date  SEC Coden Prenates Aporvwsl Status
BULK DELETE
Bulk Delete Wire & ACH Bulk

. Fib e B Tou amme Currency upiad & upiosded iy s [
Transactions . S— n
Bulk Delete ACH & Wire File - e— =
Uploads < - [:
4. Review your selections, and click Delete.
Delete ACH File Verification
Almost done. Please confirm the details below.
File Name Upload Date 4 Company ID Debits Credits Effective Date SEC Codes Prenotes Approval Status
M 01/25/2022 01:224:57 PM (ET) PPD 0 ':_"H

01:24.44 PM (ET

23:52 PM (ET

0123:42 PM (ET)

2 S—
ot ) s
Member

B line B iide IR 1.04.22
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Delete Wire File Verification

At dores. Bleass confiem the detads beles

Tile Mame Records in ik Totel Amouet  Ourrancy

e -

pload & Upisaded by Status

5. A confirmation will appear.

Delete ACH File Confirmation

The files below have been deleted successfully.

i 01/26/2022 03:44:04 PM (ET
Deleted by JMOSS
File Name Company ID Debits Credits  Effective Date SEC Codes Confirmation Number Number of Prenotes Approval Status
0 00 pe s
TEST ML 51-25-22 txt 1234567890 $0 g # LJV:’ 01/26/2022 PFD 1] 0 0 of 1 received
$500.00 £1 i
TEST ML 2 1-25-22.tx1 R o 01/26/2022 CCD 0 0 0 of 1 received
T W aE 08 an 1CETEBNA $7,500.50 $7,500.50 A1 & 1 oy 0 0 £
TEST ML 3 1-25224xt 12345678490 , 01/26/2022 PED 0 0 0 of 1 received
TEST ML 1 1-2522.txt 1234567800 $631 ‘1; ¥6311.47 0 PPD 0 o 0 of 1 received
Wire File Delete Confirmation
[edetiod (55
e Hy SRORLE A
Wire Informaticn
Fibe Masne Recead In File Total Amesard Gy (R
ad ¥50 fa s P E w
o 7.10.05¥ e - 2073814 P

Member

. FDIC
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POSITIVE PAY

About Positive Pay

Positive Pay compares posted check information with your issued check information such as check number and
amount. The service creates exceptions if discrepancies are found. Positive Pay does not verify funds availability
(i.e., account balances) when processing checks.

Check Exceptions
Check exceptions are checks that are presented for payment that differ from the reconciliation file provided
by the company.

Check Exception Reasons
Checks can differ from the reconciliation file for several reasons.

EXCEPTION REASON DESCRIPTION

Duplicate Item Two or more checks paid with the same check number.

Amount Mismatch The paid check amount and the issued amount are not the same.

Future Dated The check was paid on a date earlier than when it was issued.

Posted Against Void A paid check matched a voided issue.

No Issue Found A paid check had no matching issue.

Serial Error A paid check is missing a serial number. For example, the serial number may not have

been correctly read during processing.

Posted Against Stop A paid check matched a stopped issue.

Payee Mismatch The payee name does not match what is in the reconciliation file

MAKING DECISIONS ON CHECK EXCEPTIONS

Company users can make pay or return decisions on check exceptions.

1. Click Account Services > Positive Pay > Manage exceptions or click on Exceptions in the upper right-hand
corner of the Welcome Screen.
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Co N T E N TS 2. Go to the Check Exceptions Awaiting Decision section to make a decision on one or more exceptions:

OPTION DESCRIPTION
Make a decision on one Click the Select decision link beside the exception on which you want to
exception make a decision.

Click a link in the Decision Pop Up window to choose an action.

Apply a decision to multiple Select the exceptions on which you want to make a decision.
exceptions Select and apply this decision to the selected exceptions and then click Apply.

3. Click Continue.
4. Verify the decision as needed and then click Approve/Transmit.

Correcting Check Exceptions

Company users can edit exceptions to correct discrepancies in the posted check information. Exceptions that are
corrected automatically have a Correction decision applied to them.

1. Click Account Services > Positive Pay > Manage exceptions.

Click the = icon beside the exception to correct.
. Edit the Posted Check Number or Issued Amount. (Specific Date, Posted Amount, Exception Reason and/or Issued
POSITIVE PAY Payee can be edited for internal records) and then click Continue.
Making Decisions on Check 4. Verify the correction as needed and then click Continue.

Exceptions At the bottom of the page, click Continue.

Approving Check Exceptions

Click Approve/Transmit.
Searching for Check

Exceptions

Searching for Corrected Check Verify Decisions Page Sample

Exceptions Verty Decisions

Adding a Delimited File Import ks e e b Gt ks ACH eleciri Dyt sy i 3 Check L

Definition for Check Issues Check Exceptions Awafing Approval

Adding a Fixed File Import Decisien Account Chect asued D oy AmowtPeid  Euceplon Resscn Approvel Ststs

Definition for Check Issues

9y 13 STRA1834 AT CET] acoound Mismatch 108 3 recehed

G
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APPROVING CHECK EXCEPTIONS

Check exceptions can be approved after decisions have been made on them.

CONTENTS

—

Click Account Services > Positive Pay > Manage exceptions.
Go to the Check Exceptions Awaiting Approval section and select the exceptions to approve by checking the box.
Click Continue at the bottom of the page.

> W N

Verify exceptions as needed and click Approve/Transmit.

SEARCHING FOR CHECK EXCEPTIONS
1. Click Account Services > Positive Pay > Exception Decisions.
2. Search for exceptions that are pending decisions or approval by clicking the appropriate Search exceptions link.

3. Fillin or select one or more criteria options:

OPTION DESCRIPTION

Account The account number.

Date (Date decision applied) Specific date/ Date range/ Previous business day.

Decision Option Include all decisions/ Paid only/ Return Only/ Collection only.

POSITIVE PAY

Making Decisions on Check
Exceptions

4. Click Generate Report.

Search Exceptions Page Sample

Approving Check Exceptions

Search Exception Decisions
Searching fOI’ Check Ul T il et e bl it o Bree it ey be retinsd duiing s sre sea
Exceptions e

Searching for Corrected Check
Exceptions

Adding a Delimited File Import (2 sl
Definition for Check Issues s

Adding a Fixed File Import
Definition for Check Issues

PACIFIC WESTERN BANK
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Co N T E N TS SEARCHING FOR CORRECTED CHECK EXCEPTIONS
1. Click Account Services > Positive Pay > Corrected exceptions.
Select one or more Accounts options.
Select a Date range option:
Specific date
Date Range
Previous business day
4. Select a Correction type option:
Issues and posted items
Issued items only
Posted items only

5. Click Generate report.

Corrected Exception Items Page Sample

Cormecded Exception Homs
POSITIVE PAY

Making Decisions on Check
Exceptions

Approving Check Exceptions

Searching for Check
Exceptions

e 2 bl [

Searching for Corrected Check
Exceptions

Adding a Delimited File Import
Definition for Check Issues

Adding a Fixed File Import
Definition for Check Issues

PACIFIC WESTERN BANK 2 EBiE Business Online Banking User Guide | Revised 11.04.22




CONTENTS

POSITIVE PAY

Making Decisions on Check
Exceptions

Approving Check Exceptions

Searching for Check
Exceptions

Searching for Corrected Check
Exceptions

Adding a Delimited File Import
Definition for Check Issues

Adding a Fixed File Import
Definition for Check Issues

PACIFIC WESTERN BANK

About File Import Definitions

- File import definitions outline the format for imported files.

- File import definitions can be delimited or fixed.

- A delimited file is a flat text file consisting of data items separated by a specific character.

- Afixed file is a text file consisting of data that has specific lengths and positions.

ADDING A DELIMITED FILE IMPORT DEFINITION FOR CHECK ISSUES
1. Click Account Services > Positive Pay > Import issues.
Click the Add a file definition link.

Fill in or select the Description options:

OPTION

DESCRIPTION

Definition name

The name of the definition (up to 20 alphanumeric characters).

Description Information about the definition (up to 20 alphanumeric characters).
File contents Issues.
File type Delimited.

4. Click Next.

5. Fillin or select the Characteristics options:

OPTION

DESCRIPTION

Field delimiter

The character used to separate the data: comma (,), dash (-), semi-colon (), or tab.

Text qualifier

A single or double quote placed on either side of the text so that if a data field includes
a character such as a comma, it is not considered a field delimiter. For example, if a file
includes a company name like “Sample Company, Inc.” the text qualifier ensures that the
company name is not separated by the comma during the import process.

Amount format (if applicable)

Decimal included (i.e., 123.00) or Decimal not included (i.e., 123). An applied decimal
format is required if decimals are not included.

Date format (if applicable)

MMDDYY, MMDDYYYY, MM/DD/YY, MM/DD/YYYY, MM-DD-YY, MM-DD-YYYY, YYMMDD,
YYYYMMDD, YY/MM/DD, YY-MM-DD, or YYYY-MM-DD.

6. Click Next.

Member
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7. Optional: Select the Default Field Value options you want applied to all issues in the import file:

- ABA/TRC

. Account

- Issue type: Issue or Void

- Issue action: Add or Delete

Click Next.

Type the numeric order of the Position Number fields as they would appear in the file.
10. Click Complete.

1. Click Add File Definition.

File Definition Confirmation Page Sample

Examples of Delimited

Member
= Fbi¢

A [ - L (8} 4
1 Check Number Dollar Ameunt lesue Date MMDDYY  PayeeMName
2 10001 2.00 010217 Zcme Suoplies
3 10002 "16 32 010217 £cme Revals
4 Check Number Dollar Amount [ Decimal implied | lssue Date MMDDYYYY Payee Mame
5 189767 10000 01022017 Acme Suzglies
6 189765 500U Divzzvay £ome Rentals
7 Account Number Check Number Dollar Amount hsue Date Payee Name
8 123456 134121 4598 01-02-17 Acme Supplies
9 123456 23422 193 25 01-02-17 Acme Rentals

10 Plese refer Lo Cuide for More Oplions On Dates ) Dollar Amount Fommals
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CONTENTS ADDING A FIXED FILE IMPORT DEFINITION FOR CHECK ISSUES
1. Click Account Services > Import issues.
Click the Add a file definition link.

Fill in or select the Description options:

OPTION DESCRIPTION

Definition name The name of the definition (up to 20 alphanumeric characters).
Description Information about the definition (up to 20 alphanumeric characters)
Click Next.

Fill in or select the Characteristics options:

OPTION DESCRIPTION

Amount format (if applicable) Decimal included (i.e., 123.00) or Decimal not included (i.e., 123). An applied decimal
format is required if decimals are not included.

Date format (if applicable) Information about the definition (up to 20 alphanumeric characters) YYYYMMDD,
YY/MM/DD, YYMM-DD, or YYY-MM-DD.

Click Next.
POSITIVE PAY 7. Optional: Select the Default Field Value options you want applied to all issues in the import file:
Making Decisions on Check - ABA/TRC

Exceptions - Account

Approving Check Exceptions

- Issue type: Issue or Void

Searching for Check . Issue action: Add or Delete

Exceptions .
_ Click Next.
Searching for Corrected Check o . L
Exceptions Fill in the Field Properties fields:
Adding a Delimited File Import OPTION DESCRIPTION
Defafien (o Ceelk Esues Position Number The numeric location of the field in the file.
faeing @ Fied P2 Imper Length The numeric length of the field in the file.

Definition for Check Issues

10. Click Complete.
11. Click Add File Definition.
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C o N T E N TS File Definition Confirmation Page Sample

Pl bsaa Poalion Hamisir

Fixed Width Example

Account Number Check Date MMDDYYYY Amount Decimal Implied Payee Name
P00001234567891110836010220170000160932Acme Rentals
POSITIVE PAY 000001234567891110837010220170000000500Acme Supplies
I\/Iaking DEEstens on Snees Account Number Check Date MMDDYYYY Amount Decimal Implied Payee Name
Exceptions
Approving Check Exceptions P0000123456789111083601021700006541.02Acme Rentals
Searching for Check 00000123456789111083701021700000004. 67Acme Supplies

Exceptions

Searching for Corrected Check
Exceptions

Adding a Delimited File Import
Definition for Check Issues

Adding a Fixed File Import
Definition for Check Issues
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CONTENTS ACH POSITIVE PAY

ACH Positive Pay helps mitigate the risk of fraud by allowing company users to review ACH debit transactions and
make decisions to pay or return them.

MANAGE ACH PAYMENT DECISIONS
Decisions are actions company users take on ACH payment exceptions that determine whether the exceptions are
paid or returned.

Company users can make decisions on ACH exceptions between 8:00 a.m. to 6:00 p.m. ET.

ACH exceptions with a Pay decision are added to your list of originator company payment rules automatically. By
default, the payment rule is set up with No maximum for the Maximum Amount and ALL - Select All for the ACH
Transaction Type (ACH entry class).

DECISION DESCRIPTION

Pay A Pay decision has been made on the exception. All approvals are required before the
decision is applied to the exception.

Return A Return decision has been made on the exception. All approvals are required before the
decision is applied to the exception.

Pending Decision The decision window is still open and a decision has not been made.

Default The bank-defined default decision, Return, was applied because a decision

ACH POSITIVE PAY was not made on the exception or the decision was not fully approved during the decision
Manage ACH Payment window.

Decisions

To better manage ACH payment exceptions, subscribe to the alerts below. To subscribe, click on Administration >

jEl@ @ DEEEIEn e & ~ElR Communication > Manage Exceptions > Manage Alerts, or you can click on Exceptions at the top of any page.

Exception
Add an ACH Payment Rule - ACH Positive Pay: Notifies you when there are exceptions that require attention.

Change an ACH Payment Rule - ACH Positive Pay Exception Reminder: Notifies you an hour before the decision window closes that there are

exception items that do not have decisions.
Delete an ACH Payment Rule

Delete an ACH Payment Block

View Existing Payment Rule
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CONTENTS MAKE A DECISION ON AN ACH EXCEPTION

Decisions can be made on ACH exceptions between 8:00 a.m. to 6:00 p.m. ET. If a decision is not made on an
exception during this time frame, then the default return decision is applied.

1. Click Account Services > ACH Positive Pay > Manage Exceptions, or you can click on Exceptions at the top of

any page.
ACH Posilive Pay -_
Manage Excepions
|
—
oo Qummns® e cantein |
ACH POSITIVE PAY 2. Click the checkbox beside each exception on which you want to make a decision.
Manage ACH Payment 3. Select a Decision: Pay or Return.
Decisions a. For Pay decisions, click the editicon (L= ) to change the Maximum Amount and/or the ACH Transaction Type.
Make a Decision on an ACH To remove the automatic payment rule, clear the Add payment rule for this originating company checkbox.
Exce ptl on Manage Exceptions
Add an ACH Payment Ru|e To make a decision on an exception, choose an applicable decision, check the appropriste sxceptions, and then chek "Contirue
Chaﬂge an ACH Payment Rule ACH Exceplions Awailing Approval andior Decision
Deisions van be made from 800 AM 1o 06,00 P ET. AGH exueptions witl a "Pay” deision are awlomatvally sdded 1o your list of suthoiced oginatons. Chesks et hrve been converted ino an ACH shecironic payment display with a check mumier
Delete an ACH Payment Rule B
Decision Dabit Ascount it s ool Dobit Amount  Chock Number Effoctive Date Rojost Raason Approval Status
Delete an ACH Payment Block = ) e = e . e
| Pay SOO0SE BLUE SHIELD CA £130.40 07roarzon Unauth Compary Ready to transmit
View Existing Payment Rule T e
| «: A payment nufe for this adginating company
Maximum Amount ACH Transaction Type

4. Click Continue.
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Co N T E N TS 5. Review the exceptions as needed and then click Approve/Transmit.

ACH Desisions Selected for Approval Transmil

gt Compay Mams Dbt Asmacsarl Coinch HLSTib Effietire Date T Fobpin? Rdinh Agpricwal Slaturi

BLUE SHIELD CA QTR Awih Company
¥ Fmstdy 1o tranarma

ACH Trasaaction Type

o Masis AL
v 5 OME L [ - ] recaiied
i Rmady 1o warsmil
[ t v 7
Marimum Amoom ACH Trarmaction Type
Mo M maam AL

Risacly 15 anarmil

ACH Treenaction Type
o Meaimum AL

Ready 1o ransm

ACH Trissaction Type
AL

 Got Quessions? We canbalp |-

ADD AN ACH PAYMENT RULE

ACH POSITIVE PAY A payment rule prevents future exceptions from being generated for an originating company. Payment rules can be

added, edited and deleted via the Manage Exceptions page during the ACH exception decision window.
Manage ACH Payment

Decisions Payment rules can be added between 8:00 a.m. to 6:00 p.m. ET.

Make a Decision on an ACH 1
Exception '

Add an ACH Payment Rule

Click Account Services > ACH Positive Pay > Manage Payment Rules.

2. Click the checkbox beside the payment rule you want to add and then click Save Changes.

Manage Exceptions

Change an ACH Payment Rule

Te-make a decisian an an esceptian, chaose an zpobisshl: dzcison, check the appropriate excepbians, ard then elick “Ceminue®

ACH Fazegttions Swailing Approval andfor Decision
Delete an ACH Payment Rule o e
De | e’[e an AC H Paym e nt B | OCk Decigiore can be mace Trom 300 Ak 13 0600 P ET. ACH exceptions with & "Pay” decision ane sutomatically added 1o your kst of suihorized crigingtars, Checks 1t have been corverted irfo an ACH electionic payment dizplay with & check number
- g i Desiion Debit Account i stey Eompay Debit Amount  Check Number Effective Date Reject Rewsan Approval Status
View Existing Payment Rule Ll
] Pay npsn BLUE SHIELD CA £130.40 07082021 Urzuth Cermpary ;:{;F't":‘;';:""mlil

_ Aeld peyment rale loe s origineting compery

Mlaximurn Ameunk ACH Transaction Type I_I

P B, AlL Q
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ACH POSITIVE PAY

Manage ACH Payment
Decisions

Make a Decision on an ACH
Exception

Add an ACH Payment Rule
Change an ACH Payment Rule
Delete an ACH Payment Rule
Delete an ACH Payment Block

View Existing Payment Rule

PACIFIC WESTERN BANK

CHANGE AN ACH PAYMENT RULE

Click Account Services > ACH Positive Pay > Manage Payment Rules.

—

Click the more actions icon (e e e) beside the payment rule you want to change and then click Edit.
Select a No Maximum option. If Set a Maximum Amount is selected, type a dollar amount in the adjacent field.

Select an ACH transaction type.

o &> W N

Click Continue and then Save Changes.

ACH Positive Pay

Exceptions Status Manage Payments Rudes

Manage Payment Rules Eayment Rules Guidelines

Debit Account Maximum Amount ACH Transaction Type Originator Company Name Originator ID Expires Rule Type

DELETE AN ACH PAYMENT RULE

1. Click Account Services > ACH Positive Pay > Manage Payment Rules.

2. Click the more actions icon (s ee) beside the payment rule you want to delete and then click Delete.
3. Click Yes, Delete.

DELETE AN ACH PAYMENT BLOCK
If a payment rule has been added and you are still being requested to manage this ACH exception, you may need to
delete the block.

NOTE: An ACH Payment Block can only be deleted if you have added a payment rule on the same account
number.
1. Click Account Services > ACH Positive Pay > Manage Payment Rules.

2. Sort by Debit Account. If an account has a payment rule and the same account number shows a blank originator
name and the originator ID shows all, you can delete that payment rule. This is what will cause all other ACH debit
transactions to show as an exception.

Q) Yembe Business Online Banking User Guide | Revised 11.04.22



CONTENTS e

Manage Payment Rules Eayment Rules Gudelines

Qkto delote
bepires Ve Typa once
payment nuie

Dt Aseoinl Mawinuim mé M ACH Traneaction Type Dnginatar Uamgany Wame: Urignatee 10

| ADP PAYROLL FEES SRRSO s te] YOOra I «» Papmentrule has
been sel

—

3. Click the more actions icon (e s ) beside the payment rule you want to delete and then click Delete.

VIEW EXISTING PAYMENT RULE

Click Account Services > ACH Positive Pay > Payment Rules.

RN

Select an Account Type.

Select an Account.

> W N

Select an ACH Originator Company: Include All Companies or Specific ACH Originator Company.

a. If applicable, click the Select Company drop-down and choose a company.
5. Click Continue.

ACH POSITIVE PAY

Manage ACH Payment
Decisions

Make a Decision on an ACH
Exception

Add an ACH Payment Rule
Change an ACH Payment Rule
Delete an ACH Payment Rule
Delete an ACH Payment Block

View Existing Payment Rule

ember B line Bank R 11.04.22
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CONTENTS RECEIVE ENCRYPTED REPORTS VIA EMAIL

Quickly and conveniently create, schedule and save encrypted reports in Online Banking for Business.
Log in to Online Banking and follow the steps below to create and save encrypted reports.

ENABLE A USER FOR ENCRYPTED REPORTS

All of your company’s users are enabled to create and save reports as a standard feature. However, Admin users
must enable individual users to create automated, recurring reports.

1. Hover over Administration and click Company Administration

% PACIEIC WESTERN BANK Welcome Reports Money Movement  Account Services  Administration

Communications

Accounts Summary Company Administration

Checking Savings Self Administration
Balances as of 09/14/2022 Service Administration
;f;“: ” Manage Mobile Banking Settings
1234
ABA/TRC -
7670
5002397CHK

RECEIVE ENCRYPTED e

REPORTS VIA EMAIL Flinstone Bedrack QB Testing only
ABA/TRC -

Enable a User for Encrypted i

Re ports f:f;it:mq account
1313

Create and Save an Encrypted TEST 12345

Report i

. 5 Test A r
Wire History Jeskacoount

Auto-Generated Reports

L Activi
oan Activity 2. Select the user to enable

@ Eﬁé Business Online Banking User Guide | Revised 11.04.22
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Co N T E N TS 3. Click the Edit icon next to Services & Accounts

g"‘é PACIFIC WESTERN BANK Welcome Reports Money Movement Account Services  Administration

Approval

Services & Accounts [ﬁ

Service

ACH File Upload
ACH Positive Pay
ACH Reporting
Bill Pay

CCD Collection

CCD Payment

RECEIVE ENCRYPTED
REPORTS VIA EMAIL 4. Click the Plus icon for Automated Reports

Enable a User for Encrypted
Reports AR

Create and Save an Encrypted
Report

Wire History

Auto-Generated Reports v ACH Reporting Service enabisd accounis not soolicabie

Loan Activity
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Co N T E N TS 5. Scroll to the bottom of the screen and click Save Changes

M PACIFIC WESTERN BANK Reports  Money Movement  Account Services  Administration

m S r—""”’ff"‘“-

CREATE AND SAVE AN ENCRYPTED REPORT

You have several encrypted report options: Customizable, Auto-Generated, and Loan Activity. Follow the instructions
below to create and save the report type that best suits your business needs.

RECEIVE ENCRYPTED
REPORTS VIA EMAIL

Enable a User for Encrypted
Reports You can create and save an encrypted report for certain customizable reports such as Deposit Account Reporting —

Create and Save an Encrypted Activity and Wire History.
Report

Wire History

Auto-Generated Reports

Loan Activity

Member B | Bank R 1.04.22
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Co N T E N TS 1. Hover over Reports and click Deposit Account Reporting.

ﬂ PACIFIC WESTERN BANK Welcome Reports Money Movemnent  Account Services Administration

Deposit Account Reporting
Accounts Summary ACH
Checidng Songe Downloadable Reports

Balances as of 09/14/2022 Incoming Wires

Statements and Documents

,';B; '|"p.;. Returned Checks
7670
ABA/TRC
ABA/TRC
1809
ABASTRC -
1313
e Al
RECEIVE ENCRYPTED
REPORTS VIA EMAIL oo
Enable a User for Encrypted
Reports
Create and Save an Encrypted 2. Select Activity
R 3. Select Screen (the default option) for the Output To screen
Hilire s omy 4. Select the account(s) for which you want to generate the report
Auto-Generated Reports 5. Select the desired date or date range
Loan Activity
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Co N T E N TS 6. Select the transaction types to include in the report

7. Click Search

;w PACIFIC WESTERN BANK Welcome Reports  Money Movement  Account Services  Administration

Deposit Account Reporting

Activity Balances Activity & Balances Forecast Balances Saved Searches

Search Deposit Account Activity

Up to 18 maonths of data available

Screen

To add, edit, or delete a custom file export format, go to File Export

Account v

Date

() specific Date
() Dpate Range
@ Previous Business Day

O Since Last Download (Valid for QuickBooks ® download only )

RECEIVE ENCRYPTED
REPORTS VIA EMAIL

Enable a User for Encrypted
Reports ' Show Advanced Options

Create and Save an Encrypted

Report <D

Wire History

Auto-Generated Reports

Loan Activity
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CONTENTS 8. Click Save This Report

M PACIFIC WESTERN BANK Welcome Reporis Money Movement  Account Services  Administration

*

Deposit Account Reporting

Activity Balances Activity & Balances Forecast Balances Saved Searches

Deposit Accounts Activity Summary

Save This Rep View Additional Account Information
N View criteria
earch Com d Tran tions fanual T action
1234 - Checking - |- Available $16.60 Make a Transfer
No items to display
RECE'VE ENCRYPTED ( Print Selected Transactions )
REPORTS VIA EMAIL
Enable a User for Encrypted Showiing 1-10f 1
Reports
Create and Save an Encrypted 9. Name your report
RO Best practice: Reference the frequency and output format in the name. For example: Prior Day Weekly
Wire History CSvV
Auto-Generated Reports 10. Choose the desired Output To format
Loan Activity 11. Select your date range
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CO N T E N TS 12. To automate the report, select your Frequency (any Frequency beside Today only)
Note: If you do not wish to automate this report, choose Today only for Frequency and click Save Report.

Create a Saved Report X

Report Name

(This name will appear under Saved reports on the welcome page and then viewing
reports.)

Qutput To

O Screen

@ CSV file (Can be used by the spreadsheet program)

O PDF file (Creates a document that can be saved or printed)

Date Range:

@ Display the most recent prior day information.

(O Dpisplay the most recent days

RECEIVE ENCRYPTED Recent Days
REPORTS VIA EMAIL

Enable a User for Encrypted Report Schedule Options

Reports : .
To schedule this report to be sent to you, select schedule options below

Create and Save an Encrypted

Report Frequency
) ) Today only -
Wire History

Auto-Generated Reports
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CO N T E N TS 13. Select the desired End on and Processing Option settings
14. Click Save Report

Report Schedule Options

To schedule this report to be sent to you, select schedule options below

Frequency

Twice a month - the 15th and last day of the month -

Next Send On

Date

09/15/2022 a

End on

@ Continue indefinitely
O Continue until this date

O Continue for this many occurrences
RECEIVE ENCRYPTED
REPORTS VIA EMAIL
Enable a User for Encrypted

Reports @ Use the next processing date if a scheduled request falls on a non-processing
date

Processing Options

Create and Save an Encrypted

Report : . . . :
por O Use the previous processing date if a scheduled request falls on a non-

Wire History processing date.

Auto-Generated Reports

Loan Activity

@ Eﬁé Business Online Banking User Guide | Revised 11.04.22

PACIFIC WESTERN BANK




Co N T E N TS 15. Click Close in the Saved Report — Setup Confirmation pop up to return to Online Banking. The report will
go to the email address associated with your user profile.

Saved Report - Setup Confirmation X

@ This report was saved successfully.

Report Name: User Guide Demo 0914
Date Range: Display the most recent prior day information.
Frequency: Twice a month - the 15th and last day of the month

Close

WIRE HISTORY

1. Hover over Money Movement and click Wire

2. Click History
RECEIVE ENCRYPTED
REPORTS VIA EMAIL

Welcome Reports Money Movement  Account Services  Administration

~ PACIFIC WESTERN BANK

Enable a User for Encrypted
Reports

Scheduled Requests

Transfer Money

Create and Save an Encrypted

Report Transfers & Payments Approval Loans Important A
Wire History |

gill Pay
Auto-Generated Reports ACH Payments and Collections

ACH You do not havs
Loan ACtIVlty There are no requests waiting for your ap

wires Jire
e date.)

eFX Foreign Currency Services Balance Snzg
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C o N T E N TS 3. Select Screen (the default option) for the Output To screen
4. Select the account types to include in the report
5. Select the included accounts
6. Select the desired date or date range
7. Select the transaction status
8. Check the boxes next to the desired Wire Type(s)
9. Click Search
% AT WESTER N B AT Welcome Reports  Money Movement  Account Services  Administration
Wire
Wire Money Wire Via Template Wire Via Multiple Templates Manage Templates Import Wires File Status History
Search Completed Wires
Up 1o 18 months of data are available; a maximum of three months may be retrieved during a single search
ES | ;
| scooians | .
I Account | .
RECEIVE ENCRYPTED Date Range
REPORTS VIA EMAIL (O specific pate
Enable a User for Encrypted @'D"”““"”“
Reports Garvas202 8
Create and Save an Encrypted - @
Report
Wire History | i I -
Auto-Generated Reports wire Type
B vomestic wire

Loan Activity

USD International Wire

Search
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RECEIVE ENCRYPTED
REPORTS VIA EMAIL

Enable a User for Encrypted
Reports

Create and Save an Encrypted
Report

Wire History
Auto-Generated Reports
Loan Activity

PACIFIC WESTERN BANK

10. Repeat steps 8-15 in Deposit Account Reporting — Activity

AUTO-GENERATED REPORTS

You can create and save encrypted reports for several auto-generated reports such as ACH — Returned ACH
Transactions, ACH — Notice of Change, Incoming Wires and Returned Checks. The process for each is very similar.

1.

Hover over Reports and select either ACH, Incoming Wires or Returned Checks.

Welcome Reports  Money Movement

" PACIFIC WESTERN BANK

Deposit Account Reporting

ACH
Transfers & Payments Approval Loans

Downloadable Reporis
ACH Payments and Collections

Incom ng Wires

There are no requests waiting

Wires Statements and Documents

Account Services

Returned Checks

ACH File Upload
There are no requests waiting for your approval.

Internal Transfers

Multiple Account Transfer

There are ne requests waiting for your approval.

User Profiles Approval

Click Save This Report

Member

[Date equals effective date.)

Administration

Important Account Balance:

You do not have accounts selected

Balance Snapshot

You do not have accounts selected

Issues & Issue Files Approvi

There are no issues or issue files w

Recent Transactions

You do not have accounts selected
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CONTENTS
M PACIFIC WESTERN BANK

ACH Reports

Returned ACH Transactions Notices of Change

Returned ACH Transactions

Save This Report

N View criteria

_"% PACIFIC WESTERN BANK

RECEIVE ENCRYPTED

REPORTS VIA EMAIL
ACH Reports
Enable a User for Encrypted
Reports Returned ACH Transactions Notices of Change
Create and Save an Encrypted
Report Notices of Change
Wire History
Save This Report

Auto-Generated Reports
- To apply the Notice of Change to detail items within templ
Loan Activity i - . © ' 4

N View criteria
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CONTENTS

Mmum‘ WESTERN BANK

Incoming Wires

Summary

Save This Report || Saved Searches

N/ View criteria

% PACIFIC WESTERN BANK

RECEIVE ENCRYPTED
REPORTS VIA EMAIL

Enable a User for Encrypted

Reports Returned Checks

Create and Save an Encrypted
Report

Wire History Bave This Report ‘ Saved Searches

Auto-Generated Reports

Loan Activity
N/ View criteria
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Co N T E N TS 3. Repeat steps 9-15 from Deposit Account Reporting - Activity

RECEIVE ENCRYPTED
REPORTS VIA EMAIL

Enable a User for Encrypted
Reports

Create and Save an Encrypted
Report

Wire History

Auto-Generated Reports

Loan Activity

@ Member
PACIFIC WESTERN BANK = FDIC

LOAN ACTIVITY

1. Hover over Money Movement or Reports and click Loans

Welcome Reports Money Movement Account Services Administration

¥

5

0/07/2022 12:00:00 AM (ET)

iption

Loans

Manage Loans

Description

Balances

Balances

Scheduled Requests

Transfer Money
Saved Searches
Loans

ACH

Wire
Account Num ABA/TRC

« »

2. Under Manage Loans, click the “..” for the loan for which you’d like to a create an encrypted report
3. Select Loan Activity — Report

Saved Searches

(ET)

Account Number Note 10 ABA/TRC Original Balance Cusrent Balance Commitment ID

7670 122238200
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CONTENTS 4. Click Save This Report

Loans

Manage Loans Balances Saved Searches

Loan Activity

Report Created: 10/07/2022 08:55:42 AM (ET)

Current as of: 10/06/2022

Loan Account: 122238200 - *7670 - DDL for 301247670

Note ID: 1

Transaction Date Range: 07/08/2022 to 10/06/2022  Edit Date Range Save This Report

5. Repeat steps 9-15 from Deposit Account Reporting - Activity

RECEIVE ENCRYPTED
REPORTS VIA EMAIL

Enable a User for Encrypted
Reports

Create and Save an Encrypted
Report

Wire History
Auto-Generated Reports

Loan Activity
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