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Introduction

Interactive Lockbox (ILB) offers a web-based interface to view and update transaction information that needs customer
intervention. These transactions require corrections before their processing can be completed by the BOK Financial
remittance processors. ILB is accessed through the RemitView application. The intended audience for this document is
the end-user who works with the Interactive Lockbox to update transactions.

Key Features of ILB:

« Ability to view batches and corresponding transactions.

« Ability to sort based on display columns.

«  Ability to accept or reject a transaction.

« Ability to view images of check, stub and correspondence documents of the transaction.
»  Ability to flip and zoom images.

*  Ability to balance a transaction

»  Ability to update transactions by inserting, modifying or rejecting the stub information.

« Ability to modify invoice details.

Some conventions are used throughout this manual while describing the ILB/RemitView functions. Examples of
processing screens and menus are intended for illustration only. The appearance of some screens may vary slightly for
your particular installation.
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Interactive Lockbox Basics

Lockbox Exceptions Menu
Selecting “Lockbox Exceptions” in the left navigation panel provides a sub-menu. RemitView ¢
¢ “Release Transactions” allows administrators to unlock transactions that have been

locked by one user so they are availble to be worked by other users. ——

e Select “Lockbox Exceptions” to begin working transactions.
& Customer Delivery

& Reports

& Lockbox Exceptions
| Release Transactions

Lockbox Exceptions

Interactive lockbox exceptions may be accessed through different locations:
*  Main menu on the left

* Directly on the Dashboard

* lcon at the top of the dashboard

* Right navigation pane

*  Quick link at the bottom of the page

' Dashboard - Google Chrome.

@ new.remitview.bokf.com/NQILBeCap/NQ/DashboardPage.aspx
Remitview = ¢ . Demo © BOK FINANCIAL

Dashboard

€ Dashboard

&F sonimens NLOCKTRANSACTIONS DATADOWNLOAD

& Customer Delivery

Exceptions - Need Attention! T V| Youhavenomessages
@ Reports
Process Date Trans Count Status.

30 Exceptions Waiting
22 Exceptions Waiting Search
Search The Archived Data

& User Administration x 0 W/ Decisio

& Lockbox Exceptions

& Ecapture

S Ecapture Reports

@, Change Password

& Logout Watch List & C v Download 7’ C v

No Data Available No Data Available
Favorite Search « C Vv eCapture C v
No Data Available No Data Available

Quick Links @ FINANCI

Lockbox Exceptions  Search BOK FINANCIAL

cCapture Release Transactions BOK Financial Corporation, Services provided by BOKF,NA. Member FDIC. BOKF, NA. is a subsidiary of BOK Financial Corporation
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Interactive Lockbox Basics

Transaction List

Once Lockbox Exceptions is selected, the “Transaction List” appears. The filter pane is used to limit what types of
transactions you see. You may only work on transactions for lockboxes for which you have authorization.

Transaction List

Select Transaction

Suspend Reason

* From

Show Skipped Transaction

Batch Mode | Al

@ Show UnSkipped Transaction

v rvscn o}

Transaction Filtering

The filter parameters allow you to limit the transaction list. You may leave them at their default values to see all
transactions available to you. Otherwise make one or more selections:

Parameter

Site

Worksource

Suspend Reason

From / To

Show Skipped Transaction
Show Unskipped Transaction
Batch Mode

Description

Select a site from the drop-down list. The list contains all the sites to which your
lockbox items are processed.

Select a lockbox (worksource) from the drop-down list. The list includes only those
for which you have authorization.

Select a suspense category from the drop-down list. You may select a specific rea-
son only after selecting a specific lockbox.

These dates default to the current processing day. You may key in a date range or
use the calendar icon to make you selections.

Select to include skipped transactions in your list.
Select to filter transactions that have not been viewed or worked
Select a category to sort by type of work
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Interactive Lockbox Basics

Select Transaction

When your filter parameters are set, click the “View Transaction” button for a m
transaction list. This will display the list of transactions that satisfy your filters.

Place cursor on row and double click to open the transaction or click “Go” to access transaction details and begin working
them. The Suspend Reason shows the reason the transaction was placed into ILB.

b‘\ r G Démo © BOK FINANCIAL

Last Login 04/08/2020 2:50:37 PM
Transaction List
Select Transaction

site | Allsites M Work Source | All Work Sources

Suspend Reason | 20f 2selected

oo [ |E ;. [ @
) Show Skipped Transaction @) Show UnSkipped Transaction [ 6o |
BatchMode | All v
[z s[a)m) tremito100i30 Page:| 1 |of3 Page size| 10

Expiration Date Time Process Date Suspend Reason Site Name Worksource Batch Number Batch Mode Check Amount  Check Count  Stub Amount  Stub Col
4/14/2020 08:00 (CST) 03/24/2020 Wrong Payee TuLsA 0000002558 0000002137 Encode Only 5000 1 50.00
4/14/202008:00 (CST) 03/24/2020 invalid Data TuLsa 0000002558 0000002138 Encode Only 5000 1 5000
4/14/202008:00 (CST) 03/24/2020 Invalid Data Tusa 0000002558 0000002139 Encode Only 50.00 1 50.00
) 03/24/2020 invalid Data TULSA 0000002558 0000002140 Encode Only 5000 1 5000
4/14/202008:00 (CST) 03/2¢/2020 Invalid Data Tusa 0000002558 0000002141 Image PageWorks s0.00 1 50.00

471472020 08:00 (CST) 03/24/2020 Invalid Data TuLsa 0000002558 0000002142 Image PageWorks 50.00 1 50.00
) 03/2¢/2020 Invalid Data TuLsA 0000002558 0000002143 Image PageWorks 50.00 1 50.00
4/14/202008:00 (CST) 03/26/2020 Invalid Data TULSA 0000002558 0000002144 Image PageWorks 50.00 1 5000
4/14/202008:00 (CST) 03/24/2020 oata TuLsa 0000002558 0000002145 Image PageWorks 50.00 1 50.00
) 03/2¢/2020 Invalid Data TuLSA 0000002558 0000002146 Image PageWorks 50.00 1 50.00

Select “Show Skipped Transaction” if you want them to also display. The Skipped icon (blue arrows) in the Status column
indicates that you have previously skipped this transaction.

Demo & BOK FINANCIAL

Last Login 01/21/2022 7:52:54 AM

nNd
0]

Transaction List
Select Transaction

i Work Source | All Work Sources

“To [o

Show Skipped Tran: Show UnSkipped Transaction

BatchMoce [0 =
[ e RB| jam 110200120 Page | 2
st M Worksiifes ClckAmount  ChackCount _ Stub Amount _Stub Count _Tian Status
TuLsA 0000002558 $600.00 ) $0.00 2 -
Tinsa 0000007558 $2A0.00 1 So00 -
] Tuen oaooouassa si0000 f <000 e
B o ccevecrowna  mwsa ooooooasss sas000 " <000 a
[ e ooooouzssa s30s0 p s000 )
B o--o-:  seevesrowna wma s cowszason P P o0 &
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Transaction Detail Screen

If no transactions satisfy your filter entries, a message is displayed in place of a transaction list that reads:

@® No transactions available

Transaction Selection

After selecting a transaction, the transaction needing correction is displayed. The Transaction Detail screen provides access
to the items, stubs and checks, which make up the transaction selected from the Select Transaction screen. On the right are
two viewing panes, one for editing stubs and one for editing checks. The image of the selected item is shown to the left of its
pane.

© skip <0 post X Reject Tran [ZSORT NS T ¢ /14/2020 08:00 (CST)|
G Demo B invoice~ =) Checks~ Remaining Time 5 Dayls): 16 Hourls): 36 Minute(s)
- Last Login 04/08/2020 2:50:37 P ining Ti 5 Doyt 16 Hourt) - 36 inutels )
Suspend Reason A\ Invalid Data Site TULSA | Work Source 0000002558 | Process Date 03/24/2020 | BatchNo 0000002141 | TranNo 1 °
| poge Amount
1o 000
RETURN THIS PORTION WITH PAYMENT P &
Customer # FL-02-06-1621 = =
[} Cheek here if change of address is required. Invoice # 1019538231
Tnvoice Date 10/232019
New Adess Billing Period 10/1/2019 1o 10/31/2019
il Tota) Amount Due by 11/472019 $1.19
Ciy St Zip
i Stub Total $0.00
Variance Total $0.00
Seq/ Sub# ‘Amount
. . B ) N 40 0.00
G, % le. 2998
21432/ 110
DATE _ —_—
B PAanmE j
H 181,19
) W "’ /)oo—~— =
i poLLars BIET
3 NOT NEGOTIABI
& SAMPLE - VO
BANKOF TEXAS wx Do Mot
RICHARDSON, TEUS
MEMO = — % I >
LhadOdL3250 2 3L56 7 2558
i Check Total 5000

NOTE: The Suspend Reason is shown above the stub image. This will give you another clue as to what correction is needed.

Suspend Reason A\ nvalid Data

NOTE: For the Checks Only mode, only the check image is displayed and the stub area displays the note “Image Not
Available”.

© BOK FINANCIAL
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Transaction Detail Screen

Above the stub pane depending on the suspend reason, you will have different functions available; Skip, Post, Reject Tran,
Invoice and Checks with two drop-down list options under Invoice and Checks.

& skip {J Post Reject Tran Expiration Date Time  EYekfpliriBERLE {6y}
Remaining Time 1 Day(s) : 5 Hour(s) : 17 Minute(s)

Invoice = EZ) Checks~
Site DALLAS | Work Source 0000041724 | Process Date 04/21/2020 | Batch No 0000002438 | TranNo 1 ®

Skip
The Skip option allows a user to go to the next transaction without posting the current transaction.

Posting Transactions

Click “Post” to update the database once you finish the corrections/additions. For some clients, ILB allows only balanced
transactions to be posted. In other words the stub(s) total must equal the check(s) total.

If there is a mismatch between the amounts, the following message is displayed:

new.remitview.bokf.com says

Payee verification neededfor SeqNo :4SubSegNo :0

Correct the stub or check amount in the list on the right and click “Post” again. To retain the original transaction information
before posting, click the “Close” button. This will take you back to the Transaction Selection screen without any changes. |If
you have not posted your changes, you are prompted to confirm your request:

new.remitview.bokf.com says

Do you want to exit without posting the transaction?

NOTE: To save changes, ensure that you post a transaction before moving on to a different screen.

© BOK FINANCIAL
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Transaction Detail Screen

Rejecting Transactions

To reject a transaction, click on “Reject Tran”. A list
of reject reasons is displayed. Select a reason by & new.remitview.bokf.com/NQILBeCap/ILB/Reject.aspx?Dispositionld=0..,
clicking the radio button next to the reason. If you
do not see a reason that meets your needs choose
miscellaneous.

@ Reject - Google Chrome — O =

Reject
® Transaction

ILB - Bad Image (too light, pigey backed, etc)
ILB - Paid in Full

ILB - Missing Image

ILB - lllegible/Reprocess

ILB - Multiple Images

ILB - Image Skewed

ILB - Amount Missing

ILB - Extra Item

ILB - Bad Date (Stale or Post Dated)
ILB - Misc.

ILB - Wrong Payee

ILB - Missing Signature

ILB - Amount limit Failed

ILB - Out of Balance

Click “Ok”. All items in the transaction are marked as rejected, including any inserted stubs. A message is displayed for
your confirmation:

new.remitview.bokf.com says

Do you want to reject transaction

n Cancel

The selected reason is assigned to the transaction. You must Post the transaction for the reject to take affect. Click “Cancel”
to retain the transaction. A rejected transaction will then be forwarded to a customer un-processed.

© BOK FINANCIAL
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Transaction Detail Screen

Image Controls

The image control options enable you to flip, rotate, open in new window or zoom in/out the images for better clarity.

image control buttons are explained below the image.

Taay 7 o 2 ST M. T o
é :2 4708

32-1432/1110

T L PR

/}no{g
W I, sgiss

¥ 7\5//[)(3

NOT NEGOTIABLE
SAMPLE - VOID

&) BANKOF TEXAS 1. DO NOT m%

N/ RICHARDSON, TEXAS ‘

I'AY TO THE
ORDERAYF

DOLLARS o fty

8

R e

Tool Description
Rotate the image by 360

Flip image front and back

Zoom in the image

Zoom out the image

Expands image to fill the window

Opens image in new window

FE EEE B
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Updating Transactions

Amount Entry

While updating a transaction you may change invoice/stub amounts while in the Invoice or Stub dropdown lists

G skip < Post X Reject Tran

G Demo B invoice > =) Checks ¥

- Last Login 04/08/2020 2:50:37 PM

Suspend Reason £\ Invalid Data

INVOICE NO. I DATE I DESCRIPTION | _GROSS AMOUNT 5
0919538640 1012412019 3.787.53 0.00 3.787.5 10
210
[ToraLs | $3,787.53 | $.00 ] $3.78753
Stub Total

aJal:loh ] )

Variance Total

Seq/ Sub#

Burnténds Inc.
| e mg

@ BANKOF TEXAS v 5Nt
RICHARDSON, TEXAS

MEMO

k Mou ARs BIEETT

N EGOTIABLE

3/0

2793

32-1432/1110

,78753

LAd0RL3 25K k2 3LSE Pe 2793

Check Total

Site TULSA | Work Source 0000002558 | Process Date 03/30/2020 | BatchNo 0000002178 | TranNo 1 Q

[EUIETLTRTS (P 4/20/2020 08:00 (CST)
11 Days): 15 Hour(s) : 31 Minute(s)

Remaining Time

Amount
0.00

0.00

$0.00
$3,787.53
Amount

3787.53

$3,78753

To change an amount, click the “Amount” cell for the item, in the appropriate table on the right. When the mouse is moved
over the dollar amount, it becomes a hyperlink to select. Key in a new amount. It is not necessary to key the decimals

Variance Total
Seq / Sub#

3/0

$3,787.53

Amount

378753 | X

Hit “enter” or click the “check mark” to accept the amount you entered. Click the “X” to cancel without making changes

© BOK FINANCIAL
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Updating Transactions

After entering the data, click “Post” to move on to the next transaction. You are returned to the Select Transaction screen
when the last transaction is posted.

Invoice Options

The Invoice drop-down list provides functions for modifying stub/invoice information for the selected transaction. Stubs
are defined as invoices or bills that typically contain an OCR scanline. Some menus will be titled with the word Invoice
instead of Stubs. These indicate transactions with invoices or bills that typically do not contain an OCR scanline.

3 skip <7 pPost XX Reject Tran
Invoice v g=1J Checks «
Reject Invoice

Notes

Invoice Input

Reject Stub/Invoice
A single stub or invoice may be dropped from a transaction
by using the “Reject Invoice” option. A list of reject reasons is

@ Reject - Google Chrome = O x

8 new.remitview.bokf.com/NQILBeCap/ILB/Reject.aspx?ltemType=undefi..

displayed. Select a reason by clicking the radio button next to Reject
the reason. Choose miscellaneous if you don’t know which one ® item
tO Se|eCt Seql Sub Seq 0 Item Type invoice

Click “OK”. The selected reason is assigned to the item.

ILB - Bad Image (too light, piggy backed, etc)
ILB - Paid in Full

ILB - Missing Image

ILB - lllegible/Reprocess

ILB - Multiple Images

ILB - Image Skewed

ILB - Amount Missing

ILB - Extra ltem

ILB - Bad Date (Stale or Post Dated)
ILB - Misc.

ILB - Wrong Payee

ILB - Missing Signature

© BOK FINANCIAL
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Updating Transactions

A confirmation prompt is displayed. Click “OK” to reject the item or click “Cancel” to retain the item. Then click "OK” to the

successful message.

new.remitview.bokf.com says

new.remitview.bokf.com says

Do you want to reject Item with SeqNo : 1 and SubSeqNo: 0 Rejected successfully.

“ Caneel | “

NOTE: This selection is only available for transactions with multiple documents or full doc transactions where multiple

invoices have been keyed.

Insert Stub/Invoice

Another correction option is to insert an additional stub within a transaction. By insertion, it is meant that the field level
information for an electronic stub is entered. It then is treated as a real time stub item for the given transaction. Select
“Insert Stub” from the Stubs drop-down list. Enter the requested data and click “Save”. The information here is based upon

customer requirements.

Insert Record

Member Number
Group ID

Amount Due 000000000

Variance Total 5180.00 Check Total 5180.00
[ |

Below is a description of the buttons on this page and their functions.

Button
Notes

Data Lookup
Override

Orientation
Change Format
Save

Close

Description
Click to add a note with the insert.

This feature is currently not in use.

After entering your corrections you may click Override to bypass the sort pattern
edits or in other words the data format requirements.

Click to toggle between horizontal or vertical display of the input fields.

Click to change the data entry format, which changes which fields will display.
Click to save your changes.

Click to close the window and make no changes.

NOTE: This selection is only available for transactions with multiple items.

© BOK FINANCIAL
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Updating Transactions

Invoice Input

Invoice Input allows for data entry or to correct information for documents with or without OCR scanlines.

Select “Invoice Input” from the Invoice drop-down list to display the form for editing the invoice details. Make your changes/

corrections to the presented data and hit enter when complete. Multiple lines of data can be keyed if necessary. The added
information will populate below the image. Then click “Save” to exit data entry and save transaction. Question marks
indicate the characters that have been read incorrectly.

Site TULSA | WorkSource 0000002558 |

00000000000

Account Number  Apport Code Check Digit Total Bal

0.00

Process Date 03/30/20 | BatchNo 0000002190 |

[Jcteck her it change of addres is requied,

]

RETURN THIS PORTION WITH PAYMENT

Customer # NM-02:06-0598
Invuice # 0120384030
Tnvoice Date M0

New Address Billing Period 112020 t0 13122020

Total Amount Due by 3/9/2020 $1,530.25

City

Interest Amount Fees

1000

000

Check Total $6,356.16

1 00000000000

Record# Account Number

Variance Total $8.356.16 PageTotal $0.00
Apport Code Check Digit Totalgal InterestAmount
0.00

000

Fees

[ changetemtype [B) changeromat ) Notes  Rejectstub ¥ Rejectpage B save @ cancel

Bl change itemtype [B Change Format [ Notes [} RejectStub ¥ RejectPage B Save ® Cancel

Below is a description of the buttons on this page and their functions.

Button
Change ltem Type
Change Format
Notes
Reject Stub
Reject Page
Save
Cancel

Description

Click to change the stub to a correspondence.

Click to change the data entry format, which changes which fields will display.
Opens the Notes screen.

Allows the item to be rejected out of the transaction.

Allows you to reject the transaction details

Click to save your changes.

Click to close the window and make no changes.

© BOK FINANCIAL
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Updating Transactions

Change Item Type
Occasionally a document will be imaged that does not require data capture, but you do not want to reject it. These

documents can be changed from a stub to a correspondence by clicking “Change Item Type”. You will receive a confirmation

message.

Click “OK” to change the item type. Click “Cancel” to leave the stub as is and return to the transaction.

NOTE: This selection is only available St TULSA| WokSoue OWOOSSE | PocssDote (33070 BachNo o250 Tano 1 B hargeemope B Crangefomat B totes € Rectsub % Rfeapage B soe © Concel
for transactions with multiple documents  [afa @5
or full doc transactions where multiple

invoices have been keyed.

‘

RETURN THIS PORTION WITH PAYMENT .
Customer # NM-02:06-0598

Dcuek here if change of address is required. Invoice # 0120584030
Tnvoice Date 2212020
New Address Billing Period 112020 t0 173172020
Total Amount Due by 3/9/2020 §1,530.25
City State Zip
Account Number Apport Code Check Digit Total Bal Interest Amount Fees
00000000000 0.00 0.00 0.00

Notes
To add notes to the selected stub/invoice, select “Notes” from the Invoice drop-down list. The top pane lists any notes
previously entered. Select the check box to “edit” or “delete” an existing note. Then click “Delete” or “Edit”.

Enter or edit comments in the Add Notes
box and click “Add”. Click “Reset” to clear mammaon

- a X
the notes area. CIICk “Print” to Send the & new.remitview.bokf.com/NQILBeCap/ILB/AddviewNot 75aqNo=1&SubsaqN: DEScreen=true
. Notes for the selected item
ngte to your printer. Notes adfjed here EEECIE
will not pass along to the archive, but are vescrption ety Frogan

Thisisa test environment BOKFDEMO LockBox Exception 2/9/20202:36:02PM

available if the transaction is reviewed
within ILB at a later date.

Add Notes

© BOK FINANCIAL
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Updating Transactions

Check Options -
EZ) Checks =
Reject Check
MICR
Payee Verification
Notes
Reject Check

A check may be dropped from a transaction by using the
“Reject Check” option. Alist of reject reasons is displayed.
Select a reason by clicking the radio button next to the
reason. Click “OK”. The selected reason is assigned to the

item.

A confirmation prompt is displayed. Click “OK” to reject the item or

click “Cancel” to retain the item.

@ Reject - Google Chrome

= O X

8 new.remitview.bokf.com/NQILBeCap/ILB/Reject.aspx?Dispositionld=0...

Reject
# Transaction

ILB - Bad Image (too light, piggy backed, etc)
ILB - Paid in Full

ILBE - Missing Image

ILB - lllegible/Reprocess

ILB - Multiple Images

ILB - Image Skewed

ILB - Amount Missing

ILB - Extra Item

ILB - Bad Date (Stale or Post Dated)
ILB - Misc.

ILB - Wrong Payee

ILB - Missing Signature

ILB - Amount limit Failed

ILB - Out of Balance

Ok 1 Cancel

new.remitview.bokf.com says

Do you want to reject transaction

n Cancel

NOTE: This selection is only available for transactions containing multiple checks.

© BOK FINANCIAL
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Updating Transactions

MICR
Select “MICR” from the Checks drop-down list to view the MICR information. The MICR information replaces the stub
information which is displayed between the check and stub images. A sample of this is shown below.

MICR Information Displayed
To return to the stub information, click the “X” to the right of the MICR information.

% O skip < Post R Reject Tran [PIEUL S (U 1412020 08:00 (CST)
> emo
"v G Last Login 04/09/2020 1:54:34 PM B i e hecs Lt SN : 05 : 15 Hourl): 50 Minutels)|
Suspend Reason A Invalid Data Site TULSA | Work Source 0000002558 | Process Date 03/24/2020 | BatchNo 0000002165 | TranNo 1 .
Seq/Sub# Amount
w0
stubTotal 5000
CrT——— | Vi s2000
. Seq/Sub# Amount
yos
ECAPTURE
NAME
ACCOUNTNO.__ —
95-660/1070
1’- pate —
PAY
TO THE
SRator esy - 1% poo=
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Updating Transactions

Payee Verification
Select “Payee Verification” from the Checks drop-down list to display the Payee verification window. From the payee window
select the payee name that you want to associate the transaction with. If you do not find a match reject the transaction

& Payee Verification - Google Chrame = O et

& new.remitview.bokf.com/MQILBeCap/ILB/PayeeVerification.aspx?SeqMo=185ubSegMo...

Payee Verification

Site TULSA Work Source 002558
Process Date 03/24/20 Batch No CO00002165
TranNo | 1 Seq 1

SubSeq 9999

[search | G|

Payee Name
Acme Services

BOK Demo Acct

3’; seaLc”h for a payee, type the name in the open cell then click e |
earch”.
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Updating Transactions

Notes
To add notes to the selected check, select “Notes” from the Checks drop-down list. The top pane lists any notes previously
entered. Select the check box, to “edit” or “delete” an existing note. Then click “Delete” or “Edit”.

Enter or edit comments in the “Add Notes” box and click “Add”. Click “Reset” to clear the notes area. Click “Print” to send the
note to your printer. Information entered here will not pass to the archive, but are available if the transaction is review within
ILB at a later date.

@ Add View Notes - Google Chrome = u} X
g

8 new.remitview.bokf.com/NQILBeCap/ILB/AddviewNotes.aspx?SeqNo=1&SubseqNo=9399&DDEScreen=false

Notes for the selected item

Edlt Delete Iﬂml-
Description Added Bt Program Date Created
— — — E—
Test Note BOKFDEMO LockBox Exception 4/9/20204:17:08 PM

Add Notes

Correspondence Documents/View Other Docs
If there is more than one document in the same transaction, click on the “Seq No” or “Page” to browse through the list.
These images may contain data necessary for posting a transaction.

Suspend Reason A Invalid Data Site TULSA | Work Source 0000002558 | Process Date 03/24/2020 | BatchNo 0000002141 | Tran No 16
~| Page Amount
10 0.00
RETURN THIS PORTION WITH PAYMENT o o
Customer # FL-02.06-1621 = o
DChuck here if change of address is required, Invoice # 1019538231
Tnvoice Date 1012312019
New Addiess Billing Period 10/1/2019 10 10/31/2019
e Total Amount Due by 11/4/2019 SL19
City State. Zip
"] StubTotal $0.00
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