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Overview

In this tutorial, you will learn how to utilize the Business Bill Payment product and all of its time and money saving
features.

Important message: The screens you will see in this user guide were made for demo purposes only and may
contain unrealistic payment and payee information. If you have questions that are not addressed in the user guide,
please contact your Treasury Client Services Professional.

Market Local # Toll-Free #
Albuquerque 505.855.0803 866.535.2082
Arkansas 479.973.2611 800.878.7817
Dallas 214.987.8870 866.407.4147
Denver 303.863.4457 866.434.2084
Ft. Worth 817.255.2134 866.407.4147
Houston 713.289.5858 866.827.3710
Kansas City 913.234.6601 877.265.4069
Oklahoma City 405.272.2496 800.541.4844
Phoenix 602.808.5342 866.802.5506
Tulsa 918.588.8655 800.878.7817
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Registration & Login

First time users will first need to register to receive access to the Business Bill
Payment. To begin the registration process, the user must select the “Bill Payment”

link under the Exchange Payments & Transfers Menu.

After selecting the Bill Payment link, the user will be
diverted to the registration form. The one page form
requires the displayed information to be entered into
the form. After selecting and entering your challenge
question, click “Submit Enrollment”. Once the User
selects submit, the Bill Payment home page will
display.

Your selected challenge response will display as a
pop-up when selecting various activities while navi-
gating through Bill Payment.

Enter challenge response x

© For security purposes, you will be required to answer challenge
phrases prior to sensitive transactions.

To proceed, please enter the correct challenge response.

City where you spent your honeymoon
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Bill Payment

Payments & Transfers

Get started with Business Bill Pay Need help getting started?

Company information

COMPATDALE| Company name

888-5565-1234

Benefits of Business Bill Pay

Address * 555 Street address

Sign up for Online Bill Pay and

Suite / Box number

Suite / Box number streamline the back office functions

of your business. Here are some
city * ways that it can work for you:

City name

- Pay your business bills and view

payment activity online anytime

Leam more

s Please select a state >
« Delegate payment tasks and set
R permission controls for
ZIP Code JOCCH-IHKK employees
« Reduce your paperwork and
SSNJ/ Tax ID * RS o manual record keeping with
customized reports
Primary account holder
Elistiname = First name
Middte Initial Middle initial
Last name * Last name
Emali Email

Contact number * P S—

Mobile number R AR

Account information

BECHIRE pEr Account number

CreEOha Confirm number

Security information

User ID must contain any ination of letters and , and may contain
special characters:$#@!"&%()*?.=/,-_+ Minimum 6 characters. Maximum 10
characters.
User ID*

User ID

Password must contain any combination of letters and numbers, and may
contain special characters:$#@!"8%()"?.=/,-_+ Minimum 8
characters. Maximum 20 characters

Fasaword Password

Challenge question® Select a challenge question i

Challenge:esponae; Challenge response

Terms and conditions

T™M




Adding Users by the Administrator

The Admin User will add additional users after they themselves have
registered for the first time in the Bill Payment service. Once the Admin
User is logged into Exchange, they will select User Administration by from
under the Administration menu. dmin
User Administration
Note: Itis critical that the Admin User registers in the Bill Payment service Cf T
before entitling any additional users to Bill Payment within Exchange User Alerts Center
Administration.

Home / User Administration

User Administration

Find a User

You can search based on the user's information. + Add a new user

Username Name UserType Email

Username

Name

Email

Administration Vv

Setup a user

User Profile

User Info

Once User Administration is selected

by the Admin user, they will be divert- Emai Phone+
ed to the User Administration widget. -
Next the Admin user will select “Add Profile

a new user’.

Username * User v

Then the Admin will input the user
information under “User Profile” fol-
lowed by clicking the “Next” button.
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Adding Users by the Administrator

The Admin will click the “Billpay” slider button. Next, select which accounts the user will be allowed to debit for Bill
Payment transactions. Then, select functions the user is allowed to perform within Business Bill Payment. Once
user setup is complete, an activation email is sent to the user. The user will then activate their account and set their
password.

Once the user logs into Exchange for the first time and registers for the Bill Payment service, the Admin may need
to log back in to Bill Payment services and set any additional User Permission settings for the new user as provided
later in this document.

@ ) Billpay
Select the accounts you would like to assign for BillPay.
Search by account name or number Q
All accounts Selected accounts

[ BankID  Accountnumber  Account name System
Ooms 0130000023 Payroll Account 1M
Oois 00000130000026 Smbiz Line of Credit No Allowance ALS
Oois 0130000022 Operating Account IM
gois 00000130000027 Smbiz Line of Credit Takedown ALS
gOois 00000130000025 Smbiz Loan Credit Allowance ALS
gQois 0130000021 General Account M

[] Payments (select all)

[J Designate Pay From Accounts
[] Establish Payment Caps

[J Payment History

[ Payroll Deposits

[ Schedule Bill Payments

[J Schedule Email Payments

[] Transfers (selectall)

[ Add Transfer Accounts
[0 Establish Transfer Caps
[] Schedule Transfers

[ Transfer History

[] Message Center (select all)

[J Access Message Center

[J Payees (select all)

[J Manage Payees

[ Options (select all)

[] Access Reports

[J Manage BillPay Users

[] Manage Pay From Accounts
[ Schedule Reminders

[ Update Company Info

[J Approve Authority (select all)

[ Approve Transactions
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Profile

Users have the ability to access and modify their personal Business Bill
Payment profile information. In fact, the user can view their Personal
Contact Information, change their Default Page and manage their
Challenge Phrases.

= Meszzages (1) @ Log out

« View Contact Info
£ Default Page

? Challenge Phrases

View Contact Info
Users are able to edit their email address and phone numbers. They are also able to modify their short text address and add

additional short text addresses.

The user can manage their notification contact information as shown below. Most notifications may be sent to text and
email. Activation codes may be delivered to text, email and phone.

Contact info
Email address Phone numbers
Email address: Mobile number:
Ismith@demo.com (555) 555-1212
& Edit Contact phone 1:
(555) 555-1234
Contact phone 2:
(555) 555-4321
& Edit
eNotification text information
Short text address:
5555551212@isp.com
& Edit
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Profile

Default Page
Users also have the ability to select the page that displays after logging into their Business Bill Payment account. The user may
continue to display the “Home” page or they can choose to display a page related to transfers or payments.

After selecting the new default page, and selecting “Submit”, the changes will take effect at the user’s next login.

Default page
Choose your default home page

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

© Home (Default) ) Payroll ) Calendar ) One-time payment ©) Shortcut O Single transfer

Challenge Phrases

Users have the ability to manage their Challenge Phrases within the Business Bill Payment product. Each user is
required to maintain a minimum of four Challenge Prompts on their personal profile. Users will have the ability to add
and remove Challenge Phrases; however, the user will never be presented with the answers to their questions within the

business product.

Challenge Phrases

Select a challenge phrase

Please select a minimum of four challenge phrases below. In the interest of security and protection for you, we’'ll use these phrases when sensitive transactions
are being initiated.

Your phrase...

Choose a Challenge Phrase

Your current challenge phrases

Favorite food x
Childhoed nickname x
First live concert you attended x

x

City where you spent your honeymoon
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Options

There are several functions that can be accomplished under the Options Tab.
Users may have the ability (with correct permissions) to update their Company’s
Profile, Manage their company’s Bill Pay Accounts (their pay from accounts),
manage their company’s e-Naotifications, Manage Users of their company’s Company Profile
Business Bill Payment product and generate Reports.

Options =

Manage Bill Pay Accounts
e-MNotifications
Manage Users

Reports

Company Profile
Before a Bill Payment user can gain access to the “Company Profile” option, the user must first correctly answer a
Challenge Phrase.

This Challenge Phrase is randomly selected by the system from the list of four or more Challenge Phrases that each
user created during the registration process or when they were added to the system as a user.

Enter challenge response
OFo will be required to answer challenge
ph ons,

To proceed, please enter the correct challenge respense.

Childhood nickname
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Options

After correctly answering the
Challenge Phrase, the user is
diverted to the Company profile

page.

From this screen the user can
update their company’s street
address, city, state, zip code,
phone number and fax number. In
addition, the user can change the
requirement for dual signatures.

After modifying the desired

information, the user should select
the “Submit” button on this screen.

Manage Bill Pay Accounts

Company profile
Change company information

Company name: Joe's Landscaping
Address:”

123 Main Street

City:* State:”

Georgetown Kentucky

Phone number:*

(818) 555-3131

Dual signatures required

Regquire dual signatures.

Fax number:

(XXX) XXX-XXXX

ZIP Code:*

40324-

Bill Payment users also have the ability to manage their Bill Payment accounts, or the accounts that they pay their
bills from. Users can do this by selecting “Manage Bill Pay Accounts”.

Manage bill pay accounts

Default Nickname
Hobby Account
Payroll
[C)] Primary Checking

Default Account

Account number Account type
FEEE1919 Savings
*FEE1234 Checking
FrrEE1232 Checking

Status

Approved

Approved

Approved

& Edit 1] Delete

& Edit Ti] Delete

& Edit il Delete

When choosing the “Edit” function, the user is presented with this
layer, allowing them to edit the ‘pay from’ account’s Nickname.
After modifying this information, the user should select the “Save

Changes” button.

Users with permissions to manage Bill Payment accounts may
delete an account and it will be deleted from the Bill Payment

service for all users. This will not delete the account from other
Exchange services. A request must be submitted through your

Edit account

Nickname

Hobby Account

TCSP to remove an account from any additional services.
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Options

eNotifications
There are several different event notifications that a user can choose to receive. For the majority of these e-Natifications,

the functionality is simple; turn the e-notification “on” or “off”.

Event Notifications
Event notifications are sent when specific events occur regarding the Business Bill Payment account. Users can

choose to have Event Notifications sent to their email, as a text message, or both.

e-Notifications

D 0 2

Email address on file Short text address on file
Ismith@demo.com 5555551212@isp.com
# Edit & Edit

Event Notifications

With Event Nolifications, you can develop customized communications where you are nolified each time a parficular event occurs through your bill pay account

A transaction needs approval

Send notification to

~

Email Address

Notification has been activated and will be sent to:lsmith@demo.com

A transaction exceeds a specified amount

Send notification to Category
Email Address v All Categories v
Payee or Account Amount

All Payees ~

Submit

$

A recurring transaction processes () Employee payroll processes
Send notification to Send notification to
Email Address ~ Email Address ~

Notification has been activated and will be sent

A single transaction processes torlsmith@demo.com

A single transaction processes

Send notification to Payroll employee’s information has been updated

Erel AdkiEes - -:w Payroll employee's information has been updated
Send notification to
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Options

Logout Notifications

The user also has several Logout Notifications
to choose from. These e-Notifications have a
simple “On” and “Off” functionality, as well. All
Logout Notifications are sent after the user logs
out of their Business Bill Payment session.

Recurring Notifications

Users have the ability to receive Recurring
Notifications. The user must select how
frequently they would like to receive these
Recurring Notifications. The notification is sent
as a list to the user.

© BOK FINANCIAL
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e-Notifications

3 B =0

Email address on file Short text address on file

5556551212@isp.com

Ismith@demo.com
# Edit

& Edit

Logout Notifications

At the end of each bl pay session, you can receive a customized email summary of your bill pay acivities

Please select which items you would like to receive each time you log out.
Send a List of the following

Scheduled transactions

Added payees

Added transfer accounts

Deleted payees

Deleted transfer accounts
Skipped and stopped transactions

Added admin users

e-Notifications

Email address on file Short text address on file
5555551212@isp.com

# Edit

Ismith@demo.com

# Edit

Recurring Notifications

These email provide a st of bill in how often s received
Alist of all scheduled payments and transfers
How often

Select Frequency v

Alist of all payees, transfer accounts and employees

How often

Select Frequency v

A list of all transaction history

How often Category
Select Frequency v | Al Categories v
Payee or account
All Payees v

07/02/2024 - TMM



Options

Reminder Notifications
The final e-Notification that can be sent to a user is a Reminder. Reminders can be scheduled to remind the user to
schedule a bill payment, transfer funds or schedule a payment to an individual.

e-Notifications

Email address on file Short text address on file
Ismith@demo.com 5555551212@isp.com
# Edit # Edit

Reminders Notifications

“You can schedule reminders for each time you need fo schedule a payment or transfer funds.

+ Add reminder

Pay to Category Reminder date Frequency Send to

Manage Users
Users with the correct permissions (i.e. Admin) have the ability to manage a user’s access to the Business Bill Payment
account. The Admin can access this functionality by selecting “Manage Users”.

Admins have the ability to edit, as well as modify permission settings from this screen. The Admin can initiate each of
these actions by selecting the appropriate link from this page.

Manage users

Last name First name User ID Last login

Smith Cash 1620229848143-2 12/28/2021 # Edit & Permissions
Cook Jim 1620229848143-7 1/1/2022 # Edit & Permissions
Doe John 1620229848143-1 1/3/2022 & Edit - Permissions
Johnson Jane 1620229848143-5 122172021 & Eai - Permissions
Winslow Frank 1620229848143-3 1/4/2022 & Edit & Permissions
Johnson Joe 1620229848143-6 12/18/2021 # Edit & Permissions
Cash Lisa 1620229848143-4 12/29/2021 # Edit & Permissions
Smith Laurie 1620229848143 12/10/2021 # Edit & Permissions
Primary User

Smith Suzy 1620229848143-8 1/5/2022 & Edit - Permissions
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Options

An Admin user has the ability to edit another user’s account information. This screen allows the Admin user to edit the user’s
name, user ID and email address. By selecting edit, the Admin may revise the User’s basic information.

In addition, an Admin user has the ability to unlock users that have become locked out due to Challenge Phrase failures.

If a user is locked out due to Bill Payment

. . . Manage users
Challenge Phrase failures, this screen will 9
dISplay W|th the WOI’d “LOCked” in red Under the Last name First name User ID Last login
L_Jsers nam.e' TO UnIO.Ck the User’ C“_Ck the Edlt Cook Jim 16202293638330-7 11172022 # Edt & Permissions
link to the right and click “Save”. This will unlock

« . . Johnson Jane 16202293638330-5 12/21/2021 # Edt & Permissions
the user and the red “Locked” message will be

Smith Laurie 16202293638330 12/10/2021 & Edt & Permissions

cleared.

An Admin user that chooses to edit “Permissions” will be diverted to the following screen. The Admin user will see the current
permissions available to the chosen user. Permissions are divided into separate categories that include Payments & Payroll,
Transfers, Payees, Options and Approve Authority. To grant new permissions, or take away permissions, the Admin user
should select the appropriate category tab.

Note: User permissions
must be updated by the
Admin User after the User
has registered their Bill
Payment access for the first
time.

User Information

User name John Doe

User type Custom

Restore Permissions

To edit permissions: Use the tabs below to add or remove permissions. The current permissions will be pre selected

- Payments
" Schedule Bill Payments (all)
+ Schedule Email Payments(all)
+" Establish Payment Caps(all)
+ Tax Payments
~" Designate Pay From Accounts
" Payment History

- Payroll
+ Payroll Deposits
" Add Employees

= Transfers
+ Add Transfer Accounts
+" Schedule Transfers (all}
~" Establish Transfer Caps (all)
~" Transfer History

-> Payees
+" Manage Payees

Admin user list

-» Options
" Access Reports
+~ Update Company Info
+~ Manage Billpay Users
+ Manage Pay From Accounts
" Schedule Reminders

= Approve Authority
~ Approve Transactions
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Options

Reports
The final function available under the Options tab is “Reports”.

After selecting Reports, the user is diverted to this page. The user must choose the Report Type they prefer from the tabs
at the top of the page. These choices include Payments Processed, Payment Changes, Payments Stopped, Payees Added

and Transfers Processed.

Reports

Payments Processed Payment Changes Payments Stopped Payees Added Transfers Processed

Payment Changes

&) All Users Scheduling User Approving User

Date Range

Current Month

Start Date End Date

Start date & End date &

Create report

@ Export and print versions contain the check number in a separate column. The column is blank for electronic payments.

© BOK FINANCIAL
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Payees

There are several functions that can be accomplished under the “Payees” tab. These functions
include Add a Company, Add an Individual, Import Payees, Manage Payees and Manage

Categories.

Add a Company

Payees ~

Add a Company
Add an Individual
Import Payees
Manage Payees

Manage Categories

When a user decides to “Add a Company” they are diverted to this screen. From this screen the user can decide how
their payee will receive their payments. If the user wants the payee to receive a check, they should select “Entering

information on my billing statement”.

The user is required to input the payee’s
name, account number, phone number, zip
code and the account holder’s name as
shown on this screen. After submitting this
information by clicking “Next”, the user will
be able to review the information that was
entered and then “Submit” the payee for
approval.

© BOK FINANCIAL

Add a company

Send the money by

@ Entering information on my billing statement

Entering account and routing number

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

Payee name *
Payee name
Account number *
Account number
No account number 7
Confirm account number *
Confirm account number
Phone number * Payee ZIP code *
(200K) XKX-X0KX XXRHX-XKX
Account holder name *

Joe's Landscaping

Next

BOK Financial® is a trademark of BOKF, NA. Member FDIC. Equal Housing Lender &r. ©2024 BOKF, NA. 07/02/2024 - TMM



Payees

Add a Company con’t.
To pay a company by ACH, the user should
select “Entering account and routing number”.

The user is then required to input all informaiton
on this screen. After submitting this information
by clicking “Next”, the user will be able to review
the information that was entered and then
“Submit” the payee for approval.

© BOK FINANCIAL
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Add a company

Send the money by

Entering information on my billing statement

() Entering account and routing number

O Information

If you have the bank account infermation for the company payee, you can use this option to send electronic payments.

Payee information
Payee name *
Payee name
Phone number *
(300€) XXX-Xo0XK
Nickname *
Nickname
Category
No Category

Account holder name *

Joe's Landscaping

Payee banking information
Payee account number *

Account number

Confirm payee account number *

Confirm account number

Routing number *
Routing number

Confirm routing number *
Confirm routing number

Payee's account type *

Checking

Customer information

Account number with payee *
Account number with payee
No account number ?

Confirm account number with payee *

Confirm account number with payee

Default pay from account *

Primary Checking

07/02/2024 -

T™M
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Payees

Add an Individual

When the user selects to “Add an Individual” they are diverted to this screen. From this screen the user can decide how
their payee will receive their payments. If the user wants their payee to enter their personal banking information, they should
select “Allow them to provide their banking information”.

The user must input the Activation Code prompt that is required to set-up an individual payee. The user may select which
method the activation code is delivered. Either by text, email or phone. Once the user receives their activation code, they
must enter the code to finalize the individual payee setup.

If the user is able to enter their payee’s personal banking information themselves they should select the “I have the bank

account information” option.

Finally, if the business user would prefer the
payment be sent by check, then the user
should select the option “Mail a check”.

If the user selects “Allow them to provide their
banking information”, the information displayed
on this screen will need to be entered and

submitted.

© BOK FINANCIAL
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Add an individual

Select a method of payment

Electronic - Sending payments electrenically is much more secure than a check in the mail, and it

will arrive in as little as 2 business days.

@) Allow them to provide their banking information

I have the bank account information

All you need is their email address.

Check - | prefer a check be mailed

Mail a check

« You'll select a one-time keyword and share it with the person you are paying.

« We'll email a link to a secure server. They will log in using the keyword, then provide their bank account information for the deposit. Their account

information will be securely stored and is never displayed to you.

* This is a one-time setup process. Any future payments to this person will generate an email notification letting them know you have made a deposit to

their account.

Tell us about the individual
First name *

First name

Nickname *

Nickname

Category

No Category

Payee's e-mail information
Email address *

email@sample com

Confirm email address *

email@sample com

Create a security keyword
Keyword *

Keyword

Confirm keyword *

Confirm keyword

Last name *

Last name

Phone number *

{300X) XXX-XXXX

Default payment account *

Primary Checking v

Tell me more

Tell me more

07/02/2024 - TMM
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Payees

Add an Individual, cont’d

The keyword is created by the company User and must be provided to the individual verbally over the phone. The individual

payee will receive an email with a secure link to input their banking information. The keyword will be used by the individual

payee when they input their own banking information.

By using “Allow them to provide their banking information”, the company users do not have access to the Payee banking
information at any time. The company may continue to send payments to the Payee ongoing until the Payee closes their
account or submits a request to the company to stop sending payments; or, submits an account change request.

The email secure server link will only be available for 9 days and the Payee will receive an email notification every 3 days

until it expires.
If the user selects “| have the bank account

information”, the information on this screen
will need to be entered and submitted.

© BOK FINANCIAL

BOK Financial® is a trademark of BOKF, NA. Member FDIC. Equal Housing Lender &r. ©2024 BOKF, NA.

Add an individual

Select a method of payment

Electronic - Sending payments electronically is much more secure than a check in the mail, and it

will arrive in as little as 2 business days.

Allow them to provide their banking information

@) I'have the bank account information

Mail a check

» If you have the bank account information for the individual, you can use this option to send electronic payments.

» We will ask you to complete a secure, one-time activation process before you log out today.

Tell us about the individual
First name *

First name

Phone number *

(200¢) XXX-X00KK

Bill payment information
Nickname *

Nickname

Default pay from account *

Primary Checking

Information about bank account
Account number *

Account number

Routing number *

Routing number

Payee's account type *

Checking

Last name *

Last name

Category

No Category

Confirm account number *

Confirm account number

Confirm routing number *

Confirm routing number

Check - | prefer a check be mailed

07/02/2024 - TMM
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Payees

Add an Individual, cont’d

If the user selects “Mail a check”, the
information on this screen will need to
be entered and submitted.
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Add an individual

Select a method of payment

Electronic - Sending payments electronically is much more secure than a check in the mail, and it

will arrive in as little as 2 business days.

Allow them to provide their banking information

I have the bank account information

Check - | prefer a check be mailed

Mail a check

» With this option, you will need the individual's full name and complete mailing address.

+ Some check payments may take as much as 5 to 8 business days to arrive in the mail depending on the individual's location.

Tell us about the individual
First name *

First name

Phone number *

() XXX-XKXX
Address *
555 Street Address
Apartment number, unit number, condo number

City * State *

City name Alabama

Bill pay information
Individual's nickname *

Individual nickname

Default pay from account *

Primary Checking

Information about you

Do you have an account number that this individual uses to identify you?

Your account number

Your account number

Last name *
Last name
ZIP Code *
v JOOOX-XXXK
Category

No Category

Confirm

Confirm your account number

07/02/2024 - TMM
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Payees

Import Payees

By selecting “Import Payees”, the user
is diverted to this page which allows the
user to Import Vendor Payees from a
CSYV file. The user will click the “.CSV
file” button to begin the import process.

The user is then provided with
instructions in how the file should be
laid out. Company Name, Account
Number, First Name and Last Name
values are required in the file.

NOTE: There must be a column in
the file for each field shown even if
the field is empty. And it is highly
recommended that the file contain
values for as many fields as possible.

After verifying the CSV file layout

for upload, the user shall click the
“Choose File” button. When File
Explorer opens, search for the file and
double-click the file. The imported file
name will appear to the right of the
Choose File button, the user will then
click the “Upload” button.

If the file fails, the screen refreshes
and redirected back to this screen
and a message apppears beneath
the “Choose File” button to the error.
Correct and try the upload again.

© BOK FINANCIAL

Import payees
Do you have payees already setup in an application?

Payee records can be imported to make adding payees a snap.

Import from: Previous import(s):

.CSV file 0 unverified payees

Please note:

« Always verify your payee data after you export and after you import to ensure accuracy

+ Company name is a required field for importing. Any record missing this data will not be imported. However, after your file import is completed, we will
show you a list of all records, and ask you to verify each.

Import payees
How to import a CSV file

To import your payees inta BillPayment, you begin by creating a CSV file in the format shown below. Instructions on how to format the columns are provided
below.

Step 1: Prepare your file
Your CSV file should be in the following column order:

1. Company name*

2. Address 1

3. Address 2

4. City

5. State

6. ZIP code (ie. 55555 or 555554444)
7. Phone (ie. 5553334444)

8. Account number®

9. First name*
10. Middle name

11. Last name™
* Minimum required fields: Company name, Account number, First name and Last name

Note: The file should contain as much information as you have available; as you may be asked to enter additional information when verifying the
payee

**Please ensure that the Phone number and ZIP code contain no spaces or special characters.

***For the import process, the column headers are not necessary

Step 2: Click the "Choose File™ button, select your CSV file and click "Upload” button.

Choose File | No file chosen

Upload

Step 3: Verify payees

© Important information:
Always check your payee records before and after the import process to ensure accuracy.

Step 2: Click the "Choose File" button, select your CSV file and click "Upload™ button.

Choose File |No file chosen

Contains one or more invalid record(s).!

BOK Financial® is a trademark of BOKF, NA. Member FDIC. Equal Housing Lender &r. ©2024 BOKF, NA. 07/02/2024 - TMM
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Payees

Import Payees con’t.

If the upload is successful, you are
directed to this screen. The Bill Payment
application will search its database

for matching payees based upon the
information from your file for electronic
payment ability.

Some instances you may be required to
verify the payees you would like to add.
Click “+Add” to the right of the first payee.
This same process is done for all payees
shown that need to be verified. NOTE:
Always verify Payee information after the
upload is complete for accuracy.

Import payees
& Print

Successfully imported 2 payee records

The following Payee records need to be verified.
Please verify the payee you would like to add. If the payee is missing required information you will need to update the information before the payee is added. To
return to your unverified payee list, go to Import payees.

Delete selected

Payees Account number Actions
Toms Restaurant 12345678 + Add
Alice in Wonderland 546213879 + Add

If there is missing or incorrect
information, a message is displayed
in red with the field highlighted. Once
corrected, the message disappears.

Once corrections are made and you
are ready to add the payee to your list
of payees, click “Submit”.

The following Payee records need to be verified.
Please verify the payee you would like to add. If the payee is missing required information you will need to update the information before the payee is added. To
return to your unverified payee list, go to Import payees

Delete selected

Payees Account number Actions

Toms Restaurant 12345678

We could not locate your payee, please provide the complete mailing address for "Toms Restaurant”.

Address *

1 Humpback Whale Road

Address2
City * State © ZIP code *
Honolulu Hawail v 12345-
Toms Restaurant 12345678

Unigue input ZIP Code does not match input city/state
The address entered is not recognized by the US Postal Service

Flease verify the address and resubmit

After hitting “Submit” you will
see the payee now has a green
“Successfully added” message.

Payees Account number Actions
Toms Restaurant 12345678 Successfully added
Alice in Wonderland 546713879 + Add

© BOK FINANCIAL
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Payees

Manage Payees

Users will have the ability to “Manage Payees” in their business product. When selecting the “Manage Payees” option,
the user will be diverted to this screen that displays those payees that have been added to their business product. From
this screen the business user can decide how they would like to view their payee lists. The user can view “All Payees”,

or they can view payees
“ o, Manage payees
added as “Companies
<+ Add payee ~ Search payees & Print
and payees added as _ n
Show all payees
“Individuals”.
In addition, users have All Payees
the ablllty tO Pay the]r Payees Account number Additional items
payees, Edit their payees Retrement Account T Catewory ccounis S e S
and Delete their payees
“ R Category Credit Cards
from the Manage (c:giiim; Bt ot a1 =3 Pay & Edit il Delete
Payees” screen.
ATsT T Eatron, Yo e _
(Elecironic) = Pay & Edit m Delete
Payment summary
When the user Chooses Our goal is to deliver your payment securely and quickly.
to “Pay” one Of their Some payments will process using a single-use, pre-paid card, which means you will not recognize card numbers within payment confirmation
payees they will be communications you receive
diverted to this screen.
Payee From account Amount® Process™
Chase Primary Checking v % 1/6/2022 & i Remove
RGBT Est arrival: 1/10/2022
Last paid: I_\UA ‘
Amount paid: NiA
By clicking Pay all, you authorize us to debit the indicated account for the amount of each payment

When the user chooses to “Edit” one of their payees, they will
encounter this pop-up layer.

© BOK FINANCIAL

Edit x

Account holder name

Joe's Landscaping

Payee nickname
AT&T

Payee account number

6412546878467
Category

Utilities ~
Default pay from

Primary Checking ~

Need to change more info about this payee?

Cancel Save

Submit a payee change request.

BOK Financial® is a trademark of BOKF, NA. Member FDIC. Equal Housing Lender &r. ©2024 BOKF, NA. 07/02/2024 - TMM
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When the user chooses to delete a payee the below options can be displayed to the user, depending on whether or not
there are payments scheduled to the chosen payee.

A\ Important Information

Deleting this payee will cause scheduled fransactions below to be stopped.

Payee Pay from Amount Process date

AT&amp; T Primary Checking $65.00 1/10/2022

Delete payee

Manage Categories
When the user selects the “Manage Categories” option they will be diverted to this screen. From this screen, the user
can add new categories, assign payees to categories and remove unwanted categories.

Manage categories

e e = IS
Show all categories Show all payees

Payees Account number Category

AT&T neAsT Utilities v

Cellular One 8467 Utilities v

Lease TBABT Utilities v

Waverly Water Co. edsT Utilities v

American Express edeT Credit Cards v

Chase R Crecit Cards v

MasterCard B46T Credit Cards v

© BOK FINANCIAL
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Payments

There are several functions that can be accomplished by a user under the “Payments”
tab. These functions include scheduling One-Time and Recurring Payments, viewing

Scheduled Payments and Payment History and scheduling Tax Payments.

One-Time Payment

One-time Payment
Recurring Payment
Scheduled Payments
Payment History

Tax Payment

When choosing “One-Time Payment”, the user is directed to the One-Time payment screen. From this screen, the user may
search and select a payee in order to schedule a payment for a company or for an individual.

One-time payment

= Add payee ~ Shortcut

Moe's Mowers

Vern's Fertilizer

View selected (2)

Y Filter
Lease TTTRAET 4 MasterCard

HUBAET o Seed Indeed Co.

" BAGT o Waverly Water Co

Search payees

Deselect all Select all

When the user selects those payees they wish to pay, they are diverted to this page. From this page, the user enters the
information requested on this screen and click “Pay all” to submit the information. The payment will now be processed and

show as scheduled by the user.

Note:

Users should always review
the Estimated Arrival date
which equals the Payment
Date. The Process Date is the
date the payment amount is
deducted from the Pay From
account.

Payment summary

Our goal is to deliver your payment securely and quickly.

Some payments will process using a single-use, pre-paid card, which means you will not recognize card numbers within payment confirmation

communications you receive.

Payee From account

American Express Primary Checking ~ 3
,,,, SaGT

Last paid: N/A

Amount paid: N/A

Cellular One Primary Checking v |3

EEEAGT
Last paid: 12/24/2021
Amount paid: 36500

< Back

Amount®

Process™

/612022 W Remove

i3

Est arrival: 1/12/2022

|8 Invoice/Comment

1/6/2022 M Remove

Est arrival: 1/12/2022

B Invoice/Comment

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

© BOK FINANCIAL

BOK Financial® is a trademark of BOKF, NA. Member FDIC. Equal Housing Lender &r. ©2024 BOKF, NA.

07/02/2024 - TMM 24




Payments

The user also has an option to add an internal comment to be noted with the payment or
add a comment and invoice information for the Payee. This option is a button displayed 1/6/2022 &8
under the date field. If the user selects “Add invoice information and comment” to the Est arrival: 1/12/2022
Payee, the payment will change from an electronic payment to a check payment and the
comment will be added to the check stub.

Invoice / Comment %

What would you like to do?

Add comment Add Invoice information and comment
Select a date x

Rush payment delivery is available which also converts any electronic payments et Avaliable Bt ated arival cote -
into a check. To send a payment for Rush delivery, when you click the Process e —
Date, the payment calendar opens that includes a Rush delivery tab. Users will
click the tab in order to setup the rush payment. Jan ~|2022 <

Su Mo Tu We Th Fr Sa

12 13 14
17 18 19 20 21
24 25 26 27 28

31
* Estimated arrival date is the estimated date the biller will receive the payment.
Close Se\ecl date
Select a date x
Need to get it there faster? RUSH it! After selecting the “Rush delivery” tab, the user is offerred two options for
® Thursday 113/2022 (Check) $34.95 expedited delivery of “Next Business Day” or “Second Business Day”. Once

the user makes their selection, they will click “Next” and complete the Rush
May be scheduled until 4:00 PM ET de|ivery instructions.

Check payment delivered to submitted physical address
Payment deducted from account when check clears
UPS tracking provided

© Friday 1/14/2022 (Check) $29.95

Our Guarantee
Guaranteed on-time delivery for all Rush Payments. If not, you will be refunded
up to 350 in late fees Read More

© BOK FINANCIAL
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Payments

Recurring Payment

When choosing “Recurring Payment”, the user is directed to the Recurring payment screen. From this screen, the user may
select a Company or Indivudal payee to create a recurring payment.

Recurring payment

All Categories v

American Express HRREBABT AT&T FAREBABT

Cellular One G4BT Chase HEBAGT

Lease G4BT MasterCard HAEBABT

Moe's Mowers 846 T Seed Indeed Co. 846 T

Vern's Fertilizer rrrnr8AB T Waverly Water Co ErE8ABT
After choosing a “Company” payee to schedule a recurring Set up American Express recurring payment
payment series, the user receives this pop-up layer. The user et

. . . etalls
must enter all of the information requested on this screen. . s -
. . . . . . ame ay from* mount™
After entering the information, the user will review and submit American Express .
rimary Checking v $

the information, thus successfully scheduling a recurring
payment series to their chosen payee. The same steps and
procedures discussed above will also apply when selecting an
“Individual” payee.

© BOK FINANCIAL

213457

o Add comment

Series options / preferences

If the payment falls on a holiday or weekend?

Pay before

Pay after

Frequency edit
Frequency™

Select a frequency ~

Would you like this series to end?”
No

On this date

B

After a set # of payments

Cancel

By clicking submit, you authorize us to debit the indicated account for the amount of each payment

BOK Financial® is a trademark of BOKF, NA. Member FDIC. Equal Housing Lender &r. ©2024 BOKF, NA.
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Payments

Scheduled Payments
When selecting “Scheduled Payments”, the user is diverted to this screen. From this screen, the user will be able to Edit not
only their scheduled recurring payments, but also any payment that has been scheduled.

Users can also Stop, Approve and view Details for any scheduled payment.

Scheduled payments

Q, Search filter & Print

Payee Amount Process date

American Express $999.00 01/17/2022 O Details ' Approve & Edit ® stop
Check
Co:;rmation #40

ATET $65.00 01/10/2022 O Detais & Edit ® stop
Check
Confirmation #:2

Chase $150.00 01/10/2022 © Details & Edit ® stop

Check
Confirmation #:1

MasterCard $999 00 01/21/2022 O Details ' Approve & Edit @® stop

Check
Confirmation #:41

Moe's Mowers $200.00 01/11/2022 O Details & Edit ® stop
Check
Co:;rmation #3

Seed Indeed Co. $50.00 01/20/2022 O Detais & Edit ® stop
Check
Co:;rmation #6

Vern's Fertilizer $250.00 01/18/2022 © Details & Edit ® stop
Check

Gonfirmation #5

Waverly Water Co. $50.00 01/17/2022 O Details & Edit ® stop
Check

Confirmation #:4

Subtotal $2,763.00 Primary Checking ***** 1232

Total $2,763.00 Skipped payments not included in the total

All transactions " Approve all

© BOK FINANCIAL
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Payment History
Users have the ability to view their Payment History in their business product. To view this history, the user selects
“Payment History” option from the Payment tab.

When selecting “Payment History” the user is diverted to this screen. From this screen, the user can view their payment
history related to company and individual payments. The user will need to specify the exact type of history they seek by
utilizing the search functions that can be seen here on this screen.

View options

Category
All Categories
View
All Payees
Process date range
Current Month
Transaction status
View All
Qrder by
Process Date
Arrange
Ascending
# of records to return

10

) ) View in spreadsheet

View results

© BOK FINANCIAL
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Transfers

When selecting the “Transfers” tab the user has the ability to schedule both one-time and
recurring transfers, view their scheduled transfers and transfer transaction history and view

and add transfer accounts.

One-Time Transfer

Recurring Transfer
Scheduled Transfers
Transaction History
View Transfer Accounts

Add Transfer Account

One-time Transfer

When selecting “One-Time Transfer”, the user is diverted to this screen. The user should enter the information required
on this screen and submit the information to process their one-time transfer.

One-time transfer

<4 Add transfer entry

From account” To account ™

Amount *

Select an account ~ Select an account v 8

Select date *

1/6/2022

Recurring Transfer

Users can also schedule Recurring Transfers
by selecting “Recurring Transfer” from the
Transfers tab.

When selecting Recurring Transfer, the
user is diverted to this screen. From this
screen, the user should enter the required
information and “Submit” in order for their
recurring transfers to process.

© BOK FINANCIAL

Recurring transfer

Details
Transfer from™
Select account v

 Add comment

Series options

‘What if the payment falls on a holiday or weekend?

Transfer to™

Select account

Pay before Pay after ‘

Would you like this series to end?*

@ o
On this date

After a set # of payments

Amount®

« s

Frequency settings

Frequency*

Select frequency

(oo [

BOK Financial® is a trademark of BOKF, NA. Member FDIC. Equal Housing Lender &r. ©2024 BOKF, NA.
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Transfers

Scheduled Transfers
Users have the ability to access their scheduled transfers within the Business Bill Payment product. To access this
information the user selects Scheduled Transfers.

When selecting Scheduled Transfers, the user will be diverted to this screen. From this screen, the user will have the
ability to view their scheduled transfers. Users can also Stop, Edit and Approve any scheduled transfer.

Transfers

Q Search filter 2 Print
Transfer to Amount Process date
Community Bank $500.00 01/18/2022 O Detzils " Approve & Edit @ stop
Check
Cu:;’rmalmh #43
Subtotal £500.00 Primary Checking **+1232
Total $500.00 Skipped payments not included in the total

All transactions + Approve all

Transaction History
Business users have the ability to view their transfer history within the Business Bill Payment product. To access this
information the user selects “Transaction History”.

When selecting Transaction History the user is diverted to this screen. From this screen the user has the ability to
customize their history search for transfer history.

View options

Category
All Categories
View
All Payees
Process date range
Current Month
Transaction status
View All
Order by
Process Date
Arrange
Ascending
# of records to return

10

@ ) Viewin spreadsheet

Close View results

© BOK FINANCIAL
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Transfers

View Transfer Accounts

Users have the ability to view their transfer accounts in the Business Bill Payment product. When selecting “View Transfer
Accounts”, the user will be diverted to the following screen.

From this screen the user can edit, delete and authenticate their transfer accounts.

View transfers
< Add transfer account
Account
9 Hobby Account
1919
To account
9 Payroll
4234
To account
9 Primary Checking
To account 22
| Electronic
9 Community Bank
To account s
IE=)

Additional items

Last transfered N/A

Last transfered N/A

Last transfered N/A

Category Accounis
Last transfered $1200.00 on 6/19/2024

& Edit

# Edit

# Edit

& Edit

& Print

M Delete

m Delete

D Delete

Edit

When the user chooses to “Edit” their transfer account, they will be

presented with the following pop-up layer. This layer will allow the user
to edit the transfer account’s nickname. After making the edits, the user

would click the “Submit” button for these edits to take effect.

Delete

Users can also decide to “Delete” their transfer accounts. If the transfer

account has scheduled transactions, a message screen is displayed.
The user must choose to either continue to “Deactivate” the transfer

account and stop the associated transactions or click “Cancel” to avoid

deleting the transfer account.

© BOK FINANCIAL

Edit account

Account nickname

Payroll

Important information x

Deactivating this account will cause scheduled transactions
below to be stopped.

Transfer to

Community
Bank

Transfer Amount Process date
from

Primary $500.00 1/19/2022
Checking

Deactivate account

BOK Financial® is a trademark of BOKF, NA. Member FDIC. Equal Housing Lender &r. ©2024 BOKF, NA.
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Transfers

Add Transfer Accounts

To add a transfer account, the user would
select “Add Transfer Accounts” from the
Transfers tab.

Next, the user will need to enter the required
information on the Transfer accounts screen.
After entering the information, the user clicks
“Submit” to save the information. The user will
be required to successfully request and enter
an activation code for this transfer account.

Transfer accounts

Add a transfer account

© Setup a transfer account

To add an account outside of BOK Financial Corporation to transfer to, please complete the form below.

Account holder name *

Joe's Landscaping

Account nickname *

Account nickname

Account type *
Checking
Financial institution name *

Financial institution name

Routing number *

Routing number

Confirm routing number *

Confirm routing number

Account number *

Account number

Confirm account number *

Confirm account number

When adding a Transfer account an | Activation

activation code is required. Acti- Joes

vation codes can be sent via text, Activation process

email or phone call. Just select
your preference and click “Request
Activation Code.”

Tell me more

Please select a delivery methed, you will be asked to
submit the 4-digit code on the next page.

Important: If you have to leave bill pay before
entering your code, you may enter it later. The code
will not expire

I want my code now by phone
(555) 555-1234

(556) 555-4321

| can wait a few seconds to receive my code by text message

@) 5555651212

| prefer to wait a few minutes for my code to arrive by email

Ismith@demeo.com

View details

Update

Update
Update

Update

Request activation code

© BOK FINANCIAL
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Transfers

Once the activation code is received, enter it on the screen provided and click “Submit”.

Activation

Helpful informationBe sure to check your junk mail for the activation code. While you're at it, add us to your safe senders list within your email account.

If you must log out of bill pay before entering the code, you can return and enter it later. The code does not expire. Just look for the activate account link on the home
page.

Please activate JOES by entering your code below.
Your activation code has been sent to
5555551212

Enter activation code |

®Taking too long to receive your code? Click here to choose another delivery method.

Once completed, a confirmation screen displays verifying the transfer account has been activated and is available to
use.

Add a transfer account

joes View details

Add account Schedule transfer

© BOK FINANCIAL
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Payroll

Users with permissions to conduct activities in “Payroll” can access the features and functionality by selecting the “Payroll”

tab.

Home Payments~ Payees~ Transfers~ JGEVICIM Calendar Options =

For users that are new to the product, and for users that are new to the Payroll Deposits feature, the “Payroll Setup
Wizard” will appear to assist with the initial payroll deposit setup. This setup wizard will walk the user through a simple

three step process as is outlined on this screen.

Payroll setup

1. Setup payroll schedule

Enter a pay from account,
E payment frequency and
first deposit date.

& Schedule now

2. Add employees

3 : =ty
+ Enter new employees and
their deposit account u

information

The Payroll Setup Wizard is a step by step guide ‘o creating electronic payroll deposits. The Wizard saves your progress as you go, so
if you can't finish it all today, you may stop and return to complete at your convenience.

3. Schedule a deposit

Schedule your first payroll
deposit

1st Step: Setup the Payroll Schedule

The first step of the payroll wizard is

to setup the payroll schedule. The
user will enter the required data on this
screen and select “Submit”.

© BOK FINANCIAL
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Setup a new payday schedule

Payday information

Select pay from account”

Primary Checking

Payday frequency”

Every other wesk

on
Friday

If the scheduled payday date falls on a weekend or
holiday, what would you like to do?

Pay before Pay after

First pay date”

8/28/2020

4

Cancel

07/02/2024 - TMM

34




Payroll

2nd Step: Adding Employees

The second step of the payroll wizard involves adding
employees. To initiate this process the user would click
the “Add Employee” button.

Setup a new payday schedule

+ You have successfully completed your payday schedule.
Payday information

Pay from

Primary Checking

Add employee

Frequency

Every other week on Friday

Note:

Aulhorized users will receive an email ieminder wo days in advance (o schedule payroll deposils

CETINECE  Add employee

After initiating the “Add employees” function the user
is diverted to this screen. From this screen the user
should add the required information regarding each
employee to be added.

Add new employee

Employee information

© Did you know? We will send a confirmation email to your employees when payroll has been deposited.

First name *
Samuel

Employee ID number
78545
Tell me more

Employee status *

Active

Employee account information
Would you like to split the deposit between two bank
accounts?
Single account
Account number *
888999
Routing number *
123123123
Account type *

Checking

Last name
Clark
Email address

sclark@myemail.com

Pay type
Hourly v
(oo B

Confirm account number *

888999

Confirm routing number *

123123123

‘Save and add another

3rd Step: Schedule a Deposit

After adding the desired employees, the user can next initiate Step 3 of the payroll wizard, “Schedule a Deposit”. To
initiate this step, the user would click the “Schedule payday” button. NOTE: Payroll must be scheduled and approved
two business days prior to the pay date (i.e., Initiate on Wednesday, employees receive payment on Friday).

e Email reminders stating that

payroll is awaiting approval are Employees

generated to the primary user and + Step 2 is row complete.

sub users with approval authority.
e If payroll is not approved, it
remains in a pending status and

Samuel Clark

Schedule payday

View details

Go to payroll deposits Schedule payday

must be stopped under View
Scheduled Payroll.

© BOK FINANCIAL
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Payroll

After initiating the “Schedule a Deposit” process,
the user is diverted to this screen. From this
screen, the user can schedule a payroll deposit
to their hourly employees, salaried employees
and contractors. After entering the information,
the user would click “Next” to submit for the
payroll deposit function to be executed.

Schedule a regular payroll

Payroll information

Regular deposit date

8/28/2020

Payrol
Payroll d

Pay from account Primary Checking v
Hourly employees
Deselectall Selectall
Name Regular pay Extra pay Total Additional items
Z) samuel Clark
. $ | 0.0 00 $0.00 Employee ID 8545
Lastpaid n'a g 0 U R Split amount No
Amount n/a Memo /
Comment # Add
Hourly subtatal 50.00
Hourly subtotal ~ $0.00
Salary subtotal ~ $0.00
Contractor subtotal ~ $0.00
Deposittotal ~ $0.00
Next >

After completing the Payroll Setup Wizard, the user will be diverted to the Payroll screen. From this screen the user
can complete several functions. These functions include paying employees, viewing and editing employee information,
editing their payroll schedule, viewing their scheduled deposits and viewing their payroll history.

Home Paymenis~ Payees~ Transfers >~ QG Calendar Options ~

Payroll

Joe's Landscaping

Total employees

. =
- 5 B
# Edit &+ Add
Past payroll
12/31/2021 ‘0.

@ View history

Payroll schedule

Monthly on the last business day

# Edit

Extra payrol
None

) Schedule new

Next payroll
ahls
(5] 1/31/2022
3 Schedule new
All scheduled payroll
@ Viegw

© BOK FINANCIAL

BOK Financial® is a trademark of BOKF, NA. Member FDIC. Equal Housing Lender &r. ©2024 BOKF, NA.

07/02/2024 - TMM

36



Payroll

Total Employees (Add, Edit, View)
The “Total Employees” tile show the total number of employees in the system to receive payroll deposits. Also found on
the tile are links “Edit” to edit/view existing employees and “Add” to create additional employees to receive deposits.

Total employees

o 5

# Edit &+ Add

Add New Employee

When selecting “Add”, the user is diverted to this screen. In order to add new employees, the user should enter the
required information followed by clicking “Submit” to save. After adding the new employees, the user will now be able to
schedule payroll deposits to the new employees.

Add new employee

Employee information

O Did you know? We will send a confirmation email to your employees when payroll has been deposited.

First name * Last name *
First name Last name
Employee ID number Email address
Employee |D number Email address
Tell me more
Employee status * Pay type *
Active v Hourly v

Employee account information

. . . 5
Would you like to split the deposit between two bank accounts? pon'tsplit A

Single account

Account number * Confirm account number *
Account number Confirm account number
Routing number * Confirm routing number *
Routing number Confirm routing number

Account type ©

Checking v
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Payroll

Edit Employees

Next let's take a look at the view/edit employees function. When selecting “Edit”, the user is diverted to this screen. From
this screen the user has the ability to view their employees’ details, edit their employees’ information and deactivate their
employees. Employees can be viewed in categories such as hourly, salary, contractor and all employees.

Employee information

4+ Add employee £ Print

Hourly
Name ~ Show employees WY Deactivated | All
Name Employee ID Status Last paid
Jim Cook e 1 Active MNiA @ Details # Edit © Deactivate

Joe Johnsen 2 Active NiA O Details & Edit @ Deactivate

< Return to payroll

When selecting the “Details” link, the user is presented with
this pop-up layer. The user can view the last 4 digits of their Employee details X
employees routing and account numbers, their account type,
email address and last paid amount. Last Paid Amount $250.00
Account Checking
Split Account No
Routing Number 4567
Account Number TG T89
E-mail Address jcock@mycompany.com
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Payroll

When selecting the “Edit” link, the user is presented
with this pop-up layer. The user may edit the visible
fields and select “Next”.

After selecting “Next”, the user is then presented

with another pop-up layer. The user may edit the
employees account and routing numbers on this

layer.

Edit x
First name * Last name *
Joe Johnson
Employee ID number Email
2 jiohnson@mycompany.com
Pay type
Hourly ~
Employee account information
Would you like the deposit to be split between 2 Don't split Split
bank accounts?
Close Next
X

Single account
Deposit account number *
123456789

Confirm account number *

123456789

Deposit routing number *

123234567

Confirm routing number *

123234567

Account type *

Checking

Cancel Save

When selecting the “Deactivate” link, the user is presented with this pop-up layer. The message on this layer warns the
user that deactivating the employee will stop their scheduled payroll deposits.

Deactivate

A\ Are you sure you want to deactivate this employee?

Deactivating the employee Joe Johnsen will stop any scheduled payroll deposits to this employee.
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Payroll

Payroll Schedule
The “Payroll schedule” tile allows users to edit their payroll schedule. A user can adjust the payroll schedule by selecting “Edit”
from the Payroll schedule tile.

Payroll =chedule

E Monthly on the last business day

& Edit

When selecting “Edit”, the user is presented
with this pop-up layer. The message on this
layer warns the user that scheduled/future

payroll deposits are Stopped and W||| need tO be :sl?:i:jf::gﬂ:fncurrent payday schedule, your payroll deposits will be stopped, and you will need to
rescheduled.

Payroll schedule edit confirmation x

Cancel Continue

Edit payday schedule

A Important information!
By editing the current payday schedule, your payroll deposits will be stopped, and you will need to reschedule them based on the changes made here.

After selecting “Continue”, the user is diverted
to the following screen.

Current payday schedule

Pay from Primary Checking
From this screen, the user has the ability A e ey
to edit their pay from account, the payroll First pay date December 28, 2021
frequency and whether they want their payroll
to be processed before or after weekends and Stop the current payday schedule and start a new one
holidays.
Hobby Account v
Payday frequency *
Weekly v
Monday v

Holiday & non-processing options
If the scheduled payroll date falls on a weekend or holiday, what would
you like to do?

Pay date”

Cancel Save
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Payroll

Next Payroll
The “Next payroll” tile allows users to schedule their next payroll deposit. To schedule the next payroll deposit, the user
would select the “Schedule new” link.

Mext payroll
ﬁ 1/31/2022

1 Schedule new

After selecting the “Schedule new” link, the user is diverted to this screen. From this screen, the user must enter the
required information and click “next” to complete it for processing.

Schedule a regular payroll

Payroll information

Regular deposit date 1/31/2022

Payroll dates are based on the frequency selected when the
payday schedule was made.

Pay from account Hobby Account v

Hourly employees

Deselectall  Selectall

Name Regular pay Extra pay Total Additional items
@) Jim Cook
_— s $0.00 Employee 1D 1
Last paid n/a $ 000 0.00 Split amount No
Ameount $250.00 Memo / Comment
® Add
@) Joe Johnson
. $ 000 $ 000 $0.00 Employee |0 2
Last paid n/a Spiit amount No
Amount $250 00 Memo / Comment
® Add

Hourly subtotal ~ $0.00

Salary employees
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Payroll

Past Payroll
The “Past payroll” tile allows users to view their payroll deposit history. To access this payroll history, the user would click
the “View History” link.

Past payroll

12/31/2021

@ View history

After selecting the “View history” link, the user is diverted to this screen. From this screen, the user can customize their
search to view their payroll deposit history.

View options

Process Date Range
Current Month
Transaction status
View All
Order by
Process Date
Arrange
Ascending
# of records to return

10

(0 Viewin spreadsheet

View results
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Payroll

Extra Payroll
The “Extra payroll” tile allows users to schedule an Extra Pay Day. To access the extra payroll function, the user would
click the “Schedule new” link.

Extra payroll
.0, None

[ Schedule new

After selecting the “Schedule new” link, the user is diverted to this screen. From this screen, the user must enter the
required information and click “next” to complete it for processing.

Schedule an extra payroll

Payday information

Payday description:

If a name is not given the extra payday Name will be identified
by the date you select below.

Select an extra payday * &
Pay from account Hobby Account v
Hourly employees
Deselectall Selectall
Name Employee ID Amount Additional items
Jim Cook
1 Split amount No
Last paid n/a 5| 0% Memo / Comment
Amount $250.00 @ Add
Joe Johnsen
2 5 Split amount No
Lastpad n/a 000 Memo / Comment
Amount $250.00 @ Add

Hourly subtotal ~ $0.00

Salary employees
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Payroll

All Scheduled Payroll

The “All scheduled payroll” tile allows users to view their scheduled deposits. To access their scheduled deposits, the user

would click the “View” link.

All scheduled payroll

@ View

After selecting the “View” link, the user is diverted to this screen. From this screen, the user can view their scheduled
payroll deposits. Users can also Stop, Approve, Edit and view Details for any scheduled payroll deposit.

Payroll deposits

Q Search filter

Payroll name

Payroll 01/28/2022

Subtotal

Total

All transactions

Amount

$1,200.00

§1,200.00
$1,200.00

Process date

1/26/2022

O Details # Edit

Primary Checking ****1232

@ Stop

& Print

" Approve

" Approve all
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Calendar

Users have access to a Calendar feature. To access the Calendar, the user must select the Calendar tab.

When selecting the Calendar feature, the user is diverted to this screen. The user can customize the calendar view by
utilizing the buttons located at the top of the screen (All Transactions, Transfers, Payroll Deposits and Bill Payments).

NOTE: Users may click a blank date on the calendar to enable functionality allowing them to schedule a payment, transfer,
or reminder.

Home Payments ™ Payees~ Transfers ™ Payroll gselEhLEN

Calendar
Payroll Deposits Bill Payments
& January 2022 2>
Monday Tuesday Wednesday Thursday Friday
10 1" 12 13 14

@ $215.00 B 520000

24 25 26 27 28

© 5120000

31

All details Total $4,463.00
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Calendar

Scheduled Reminders

When selecting reminders, the user will encounter a pop-up layer similar to the
following screen. If the user desires to modify their reminders, they may choose
the “Details” button which will redirect them to e-Notifications feature to make these
changes.

A Alerts

O Tuesday February 01, 2022
The following items require approval.

Pay To Frequency

Moe's Mowers Monthly

Details

1

Scheduled Payments
When selecting a scheduled payment, the user will encounter a pop-up layer )
similar to the following screen. If the user desires to review or edit their scheduled
payment, they may choose the “Details” button which will redirect them to the
Scheduled payments screen.

18

#@ Scheduled Transactions

O Tuesday January 11, 2022

Payee Amount

Moe's Mowers $200.00

$200.00

Details
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Calendar

Processed Payments

When selecting a processed payment, the user will encounter a pop-up layer similar
to the following screen. If the user desires to review in further detail, they may
choose the “Details” button which will redirect them to the Payment History screen.

»
~" Processed
© Wednesday December 22, 2021
Payee Amount
Cellular One $65.00
Total $65.00
Details

Action Required

When selecting action required, the user will encounter a pop-up layer similar to the
following screen. If the user desires to initiate the required action, they may choose
the “Details” button which will redirect them to the Scheduled payments screen.

© Action Required

© NMonday January 17, 2022

Payee Amount

American Express $9959.00

$999.00

Details
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