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The first time you sign on to Online Banking Cash Management,
you will need to complete 5 steps.

Sign on to online banking.

Change your online banking password.

Sign on to cash management.

Set up your Single Sign On user name and password.
Select and answer Challenge Questions.

agrwbnE

Once you have established your Single Sign On ID and
password, you will be able to sign on quickly and easily with
only one step!

Step 1. Sign On to Online Banking
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Client Service: §77.322,9530
Email: clientservice@bankatfirst.com

Login to Online Banking Horme

Online Banking

Registered Users, Please Enter Your Online Banking 1D and Password

Online Banking ID \

Online Banking Password Reset Passward

* Microsoft Internet Explorer Wersion S or higher saves user names and passwords. It will automatically complete any login for you, This allows
people at your computer to use your logins without knowing your passwords. To see how to turn this feature off, click here.

Type the appropriate Online Banking ID in the ID Field. This
12-digit number (9865XXXXXXXX) is assigned by the bank
during your account set up.

Click in or tab to the Password field. Type the last four digits
of your company’s Tax ID Number (default).

Click Login.
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Note: If you have registered your Trusted IP address
and are logging in using a different computer, you will
see the following error message.

Information Message: Attempting to login from unknown source.

Step 2. Change Your Online Banking Password

First Financial Bank reguires all Oline y o perk i axisting password. Indormaticn sbout thise requirements will ba thearty visible at the tme vou are required i
update your password,

Flease note that your existing pa: yau are pe to change It. ¥ou may alss change your passwrerd ot any tme by clicking on the Optlons tab.

Current Ersall Addrass: Hanne putkett Zhankatet com
Change Email Address!
Resenter Mew Enall Addross:

Cash Management Wire Passwoed: Enter Curent
Encer New
Emer Hew Again

single Sign On - 10: customer
Entes hiw

Type the password that was given to you by the bank (the
default is the last four digits of your company’s Tax ID
Number), then click or tab to the next field.

Type a new 8-25 character (alpha-numeric-special
character) password of your choice, then click or tab to the
next field.

Re-enter the exact 8-25 character password that you
entered in the previous field.

Click Continue.

Note:

Passwords must be
between 8 and 25
characters; Alpha —
Numeric — Special
Character (Numbers,
letters, special
characters are required.)
The following special
characters are allowed:
+ ,% @, 8% &%~

Another step on the path to success

first financial bank




Step 3. Sign On to Cash Management
| cahUeertogn

Cash Management ID ||

Cash Management Password

You will only see this screen the first time you log in.

Type your Cash Management ID and then click or tab to the
next field.

Type your Cash Management Password. This password
may be assigned by the bank or by your company’s Security
Administrator.

Click Login.

You will be prompted to change your Cash Management
Password.

For security purposes, the bank requires our clients to periodically change their passwords. Please choose a
new password. Be sure to make note of your new password for future logins. Your new password must be 8
characters alpha and/or numeric.

Your Cash Management Password has expired. To safeguard access to
- 5 your Cash Management Account, you are required to select a new
Information Message: Password. We suggest you select a Password that is easy to
remember.

For your security, we need to collect some information that will help protect your accounts and identity.

Change your Cash Management Password (required):

Enter your current Password: |

Enter your new Password: NOTE: Password must be 8 AlphaNumeric characters.

Reenter your new Password:
3 =3

Type the password that was given to you by the bank or your
Administrator, then click or tab to the next field.

Type a new 8-25 character (alpha-numeric-special
character) password of your choice, then click or tab to the
next field.

Re-enter the exact 8-25 character password that you
entered in the previous field.

Click Login.

Note:

Passwords must be
between 8 and 25
characters; Alpha —
Numeric — Special
Character (Numbers,
letters, special
characters are required.)
The following special
characters are allowed:
+ ,% @, 9% &, * ~
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Step 4. Set Up Your Single Sign On User Name and
Password

acters. To change your password please include a vali

First anl 1l Online Banking clients to periodically change th assword. Infor about the: ments will be clearly visible at the time you are required to
update
Please note that your existing password will continue to work until you are prompted to change it. You may also change your password at any time by clicking on the Options tab.

Current Email Address: joanne puckett@bankatfirst.com
Change Email Address:

Reenter New Email Address:

Cash Management Wire Password: Enter Current

Enter New

Enter New Again

Single Sign On - ID: customer
Enter New pecal characters are
Single Sign On - Password: Enter Current
Enter New HOTE: Pa: &1 & and 25 characters Numbers, eters, are required. The follwing special
o

Enter New Again

=l

Enter a unique user name. Your user name must start with
a letter, and may contain 4-12 alpha and/or numeric
characters. IDs are not case sensitive.

Type the new 8-25 character (alpha/numeric/special
character) password of your choice, then click or tab to the
next field.

Re-enter the exact 8-25 character password that you
entered in the previous field.

Click Login.

Note: Additional Single Sign On user names and
passwords may be established by the administrator
using the Users option under the Cash Management tab.

Clients should contact Corporate Services at 866-507-
3515 after setting up a new Cash Management User.

Click Continue to advance through the Security Settings screen.
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Step 5. Select and Answer Challenge Questions
The first time you log in, you will be asked to answer your

choice of Challenge Questions. These questions are part of
First Financial Bank’s Multifactor Authentication program.

Challenge Questions (required):

Question One: | Select Question. . . v
: Select Question. ..
ARSWRES What is your grandfather's profession?
- . |In which city was yvour grandmather born (mother's mother)? -

Question Two: When is your spouse's birthday (MM/DD)?

Answer: What were your wedding colors?
In which city was your grandfather born (mother's father)?

Question Three: |'What was the first name of your man/maid of honor? v
What is the name of your elementary school?

Answer: What is the first name of your spouse’s mother?

In which city did you get engaged?
What is the first name of your spouse’s eldest sibling?

SuuTIRL

Choose your three questions.

Supply the answers. Answers are not case sensitive.

Click Submit or press Enter on your keyboard.

You will see a confirmation screen of your questions and
answers. If something is incorrect, click Edit and make your
corrections. If everything is correct, click Confirm.
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Client Service: §77.322.9530
Email: clientservice@bankatfirst.com

Login to Online Banking Home

Online Banking

Registered Users, Please Enter Your Online Banking ID and Passward

Online Banking Password I:I Reset Passwaord

* Microsoft Internet Explorer Wersion S or higher saves user names and passwords, It will automatically complete any login for you. This allows
people at your computer to use your logins without knowing your passwords. To see how to turn this feature off, click here.

\VED

Type your unique Single Sign On User Name in the Online
Banking ID field.

Type your unique Single Sign On 8-25 character password
in the Online Banking Password field.
Click Login.

Another step on the path to success
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Trusted IP
Adding, Changing or Deleting an IP Address
1. Find your IP address. The easiest way to determine

your current IP address is to type the following URL into
your web browser: http://www.whatismyip.com.

;

Mhat IEERTES e ss Lookup, Internet Speed Test, 1P Info, plus more -
Eile Edit View Favorites Took Help | 12
Qe ~ O - [x] [28] ) Poowen gramrmss €| (3 W - | @ B )

Address ]-Qj hittp:/ferener whatismyip.com/

B

What Is My IP - The fastest, easiest way to determine your IP address.
Tags: [E Address Lookup. Information, and Location, Test Your Intemet Conneclion Speed

Internet Speed Test
WIMI Forum

IP Address Lookup Tools

Other Tools

o User Agent Info
o Server Headers Check

Your IP Address Is @
Search I

What Is An IP Address?

information technology devices (printers, routers, modems, ef al) use which
identifies and allows them the ability 10 commuracate with each other ona
computer network. There 5 a standard of communication which is called an
Internet Protocol standard (IF). In laymans terms it is the same as your home
address. In order for you to receive snail mail at home the sending party must
have your correct mailing address (1P Address) m your town (network) or you
do not receive bills, pizza coupons or your tax refund. Contmue reading the [P

Recent Forum Posts
Get [P with Socket & Ct

1 use that strings: const char * [P =
“wrw. whatismyip. com”; const char
*PAGE=
“fatomation/n09230945.asp", [ use
this command: GET...

How to find who's email

Address Definition,

IP Addvess FAQ

o How To Change Your [P
Address
ow To Trace An Enal
.

hat Iz An [P Address

Change Your IP Address

There are MANY methods 1o change your IP address. Some methods wall work
for you bt may not work: for someone else and wice versa 1f your IP is static,
then you CAN'T change your IP address without contacting your ISP. If you
have a long lease time on your [P then you won't be able to change your IP
without cloning your MAC address, which 1"l explain laler in this anticle, Learn
how to change vour [P address

How To Trace An Email Tusinel they shered IP =
[T T80 et Z

Hello everyone, | have a quick
guestion, how 1o find an email of
someone who add you on msn
messenger. [ know how to trace an
ermail, bt T need to

BC setup 20 thatl § can remots
arcess
1 weould lke to know if i want to
rernote access another PC (running
on OF: MSserver 2003) using
terminal services client, how will the
server be

first financial bank
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2. Log in to Online Banking and click on Client Service to
go to the Secured Message Center.

3 Account Listing - Microsoft Internet Explorer provided by First Financial Bank

Fle Edit View Favorites Tools Help
Y ( o= & jmt g
@w- © HRAG Puwn droem @3- 2= UK
Address [] https: ffwww.netteller. com/firstfinancialbank hbMain..cfm v|EJeo ks @yconvert - PRiselect
Client Service Sign Off s
fl Rs I Another step on the path to success
. . .
first financial bank
Client Service: 877.322.9530
Email: clientservice@bankatfirst.com
Welcome Demo Treasury Management!
View: 5 | 10 | 20 | 50 | 100 | ALL accounts per page
Comm Ana2020 1.00 87.87 Selact option... b
Bu First3030 0.00 61.84 Select option... -
Comm Ana5050 67.31 67.31 Select option... v
Comm Ana7070 61.84 61.84 Selact option... B’
Eirst Sw2020 86.87 86.87 Select option... -~
Comm Sav5309 17.39 17.59 Select option... ~ >
&l S @ mternet

3. Click on New Message .

‘B Message Center - Microsoft Internet Explorer provided by First Financial Bank

File Edit View Favorites Tools Help ","
eﬁack o L;l @ @ :b /"ﬁ Search “‘,‘;\\?Favnrites @ Bv ;i_; I:q l_‘J ﬁ
Adeiress | ) https: . netteler.comfrstfianciabank/mciain.cin v| B ks @yconvert - Pisclect

Client Service Sign Off )

fIRST

first financial bank

i i Client Service: 877.322.9530
Email: clientservice@bankatfirst.com

Please allow 1 business day for a reply from our Client Service Center.
We process the requests in the order in which they are received.

Another step on the path to success

‘fou have no messages.

_ ¥

&] D @ Int=rnet

Note:

If a client is unable
to get into OLB
because their IP
address has
changed they will
not be able to
follow these
procedures to add,
change or delete
an IP address.
The client will
need to call client
services for
assistance.
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4. Complete all fields, including your message with the new
IP Address to add and/or old IP Address to delete. Then,

click on the Submit button.

*Your e-mail address will be used to notify you when you
receive a reply, which will be the next business day.

first financial bank

From:

Your E-mail*: ‘your name@youremail.com

Your Name: ‘Type Your Mame Here ‘

Subject: ‘Add Another Secure IP Address ‘

Urgency: High C Medium O Low &

Message: Tlease add this addizicnal IF address ©o my accounc:

12.345.67.830

Attachment: File Name: H Browse |
Enter the name of the file you wish to upload (some browsers will provide a Browse button to help you find the file). File
size is restricted to 1 MB.
Click here to view acceptable file types

“¥our a-mail address will be used to notify you when you receive a reply.

(==
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Secure Tokens

Secure Token Client Registering Procedures

fIRsST

first financial bank

banking

aboutus locflions tools & resources  career opportunities  investor relations  franchise capital

you~ business

personal banking business banking

persol ng business banking
custom-built for you
Whether you're ready to move, ~
refinance or remadel we have a loan
custam-built for you

mortgage loans »

home equity lines »

online bankina more from first

business loan selutions

- Go to www.bankatfirst.com

- Click account login

- Click online banking

first financial bank

wealth management

1 long-term success plan

Your long-term financial success starts
PN with a plan. We'll help you get started.

‘wealth planning »

Angther step on the path to success

news 4 prev | next » | media room »

Liberty Commaons Reopening

Cincinnati, OH. — January 28, 2011- Local
residents, community leaders and First
Financial associates gathered today for a
special ribbon cutting ceremany...

Another step on the path to success
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Client Service: 877.322,9530
Email: clientservice@bankatfirst.com

Online Banking ID ||
online Banking Password Reset Passward

Enter your:
- Online Banking ID
and
- Online Banking Password

Click Login

Another step on the path to success
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sign Off [ |

Client Service 877.322.9530
Email: clientservice@bankatfirst.com

again during a future login,

Have you received your secure token yet? If yes, please dick YES and follow the instructions to register your device. If no, dick NO ta be prompted

If you have received your token, click Yes.

If you have not received your token, click No to be prompted again

during a future log in.

first financial bank
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Token Instructions

Select the appropriate token instructions
Follow the instructions below for the GOID Security Token

Skip to page 17 if you have a VeriSign token

sign Off =l

fl Rs I Another step on the path to success
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Client Service: 877.322.9530
ervice@bankatfirst.com

Enter the required information to register vour secure token, Refer to the diagram on the left to locate the device serial number and the token
cade. The token code changes every 60 seconds. Please make sure the number entered is the most current number displayed on your token prior
to clicking on Submit.

———
Device Serial Nurnber (back): ||
=
Key Fob Token Code (front):
—_—

|

Device Serial Number (back): Key in the Serial Number located
on the back of the token.

Key Fob Token Code (front): Key in the 6-digit token code
located on the front of the token.

Note: The token changes every
60 seconds. Each flashing bar
located to the left of the

6-digit code represents 10
seconds.

Another step on the path to success
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Follow the instructions below for the VeriSign Token*

Note: our vendor is in the process of updating our Online
Banking screens for the new VeriSign security token. You may
not see the token below, but you will be able to follow the
instructions to register it.

Enter the required information to register your secure token.

il

S/NJAVT800367140
@

Refer to the screen shot of the token above to locate the device
Serial Number and token code. Key in the Serial Number located
on the back of the token.

Press the power button located on the front of the token to display
the current security code. Enter the 6-digit numeric security code
from VIP token to complete log in. After 35 seconds, the unit will
shut off. Press the power button to retrieve a new security code.

*The VeriSign tokens have a guaranteed life of three years, but could
last up to five years depending on the use. The readout will be
dimmer when it is about to expire.

Another step on the path to success

first financial bank




Sign Off =l
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Client Service: 877.322.9530
Email: elientservice@bankatfirst.com

You have successfully registered your secure token. You will be required to enter the token cade each time you access your accounts on the system.

ol I»Ij

You have successfully registered your secure token. You will be
required to enter the 6-digit token code each time you log in to
Online Banking to view your accounts.

Click Continue to access your accounts.

Another step on the path to success
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Procedures After Secure Token is Registered

fIRsST

first financial bank

anlins banking
cradit card
trus

gour

business~

business banking

ou”

sonal banking

future »

wealth

Iofstions  tools & resources  career opportunities

business banking

custom-built for you

Whether you're ready to move,
refinance or remadel we have a loan
custam-built for you

mortgage loans »

home equity lines »

online bankina

more from first

- Go to www.bankatfirst.com

- Click account login

- Click online banking

first financial bank

wealth management

long-term success plan

Your long-term financial success starts
with a plan. We'll help you get started.

‘wealth planning »

investor relations  franchise capital

Angther step on the path to success

news 4 prev | next » | media room »

Liberty Commaons Reopening

Cincinnati, OH. — January 28, 2011- Local
residents, community leaders and First
Financial associates gathered today for a
special ribbon cutting ceremany...

Another step on the path to success




fl Rs I Another step on the path to success

first financial bank

Client Service: 877.322.9530
Email: elisntservice@bankatfirst.com

Online Banking ID ||
Online Banking Password Reset Password

==

Enter your:
- Online Banking ID
and

- Online Banking Password

Click Login

Another step on the path to success
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Client Service: 877.322,9530
service@bankatfirst.com

Please enter the 6-digit code located on the front of your secure token. This is required for account access.

Secure Token Token Code:
=

a I»llI

Secure Token Token Code: Key in the 6-digit code located on
the front of your secure token.

Click Submit to access your accounts.

GOID Token VeriSign Token

L W |
Note: The code on the GOID . Press the power button on the
token changes every 60 seconds. VeriSign token located on the
Each flashing bar located to the front of the token to display the
left of the current security code.
6-digit code represents 10 Enter 6-digit numeric security
seconds.

code from VIP credential to
complete log in.

After 35 seconds, the unit will
shut off.

Press the power button to
retrieve a new security code.

Another step on the path to success
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Beginning Honday, April 4, real-time balance updates will be available for all First Financial accounts, When you use your ATH/ debit card, purchase items ith your Visa Check Card, or make a transacti
atany banking center, your balance will be automatically updated.

Your available balance may include any dit may ble for all

Welcome Demo Treasury Management!

Online Banking: This is the default module when you log in
to Online Banking. The Main screen lists the accounts to
which you have access. Click the desired account name for
transactions on the account.

Bill Payment: Use this tab to pay bills online.

Cash Management: Use this tab to access ACH, Wires,
ARP/Positive Pay, Users, Reporting, and File Status
functions.

E-delivery: Used for Security Admin only.

Options: Customize Online Banking Cash Management to
suit your needs. You can set your own User Profile,
Account, Display, and Alert (Event, Balance, Item, Personal)
options.
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You may contact Client Service by either emailing
clientservice@bankatfirst.com or calling toll free 877-322-9530.

Clicking the Client Service link will direct you to the Client
Message Center, where you can send and receive messages.
The information you include in the message is not sent through
e-mail, but rather a secure connection. Therefore, feel free to
include account information in your correspondence.

Please use the Sign Off tab when you are finished with your
session.
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Client Service: 877.322.9530
Email: dlientservice@bankatfirst.com

Welcome Demo Treasury Management!

View: S5 | 10 | 20 | 50 | 100 | ALL accounts per page

Concentration 70 121.98 120.98 Select option,..
Stand Alone 34,10 14,10 Select option...
Operating 1 1.00 1.00 Select option...

Payroll ZBa 0.00 0.00 Select option...
Investment Sweep 55,75 55.75
Savings 18.56 18.56

Select option...

£ ]| |%

Line of Credit 44.00 256.00 Select option,.. ~

Field Descriptions

Note: All available fields are displayed here. Fields
enabled for the user will depend on access established
through company authorization.

Account Listing: The accounts to which you have been given
access via Online Banking will be listed.

Status: This is the status of the account—for example, New,
Dormant, Past Due, Matured, Closed.

Current/Ledger Balance — The Current or Ledger Balance is
the balance on the account that includes float* but does not
include any unused balances from a Ready Reserve or
Overdraft Protection account. All pending transactions will
change the Current Balance. These transactions will include
teller transactions, Visa Check Card purchases, electronic
credits/debits, checks drawn on FFB accounts, and
ATM/POS Withdrawals.

Available Balance — The Available Balance is the balance on
the account which is the current balance plus any unused
balance of a clients’ Ready Reserve/Overdraft Protection
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along with any current day credits and/or debits (pending
transactions) being presented for payment against the
account. This is the amount of funds available for use by the
client. All pending transactions will change the Available
Balance when processed. These transactions will include
teller transactions, Visa Check Card purchases, electronic
credits/debits, checks drawn on FFB accounts, and
ATM/POS Withdrawals. This is the balance that we will give

to the client.
Select Optl(_)n: Click the_dropdown to Select option... 3
Choose to view transac“ons’ down'oad 'E.E|E|:t|:|'|t||:|r| ...............................

your transaction history, view your Transachions
statements, place stop payments, transfer Download
money between accounts, and view Statements
. .. Stop Payments
current day and prior day activity. Transfers
Current Day
Prior Day
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The Select Option fields will vary according to the type of
account (deposit or loan).

Field Descriptions
Transactions: Click on this option to view the transactions
posted to your account during the current statement cycle, to
search for a specific transaction, or to view your account
information.
Download: Allows you to download your transaction history
in various formats (Quicken, Microsoft Money, Spreadsheet,
etc.).
Statements: Allows you to view your account statements.
Statement history is available for up to 3 months. You will
start accruing statement history when you are established as
an Online Banking Cash Management client.
Stop Payments: Allows you to add or view stop payments for
your account.
Transfers: Allows you to add, view, edit or delete account-to-
account funds transfers that you have established.
Current Day: Displays the current day’s account information
for the selected account.
Prior Day: Displays the prior day’s account information for
the selected account. This information will be updated nightly
at processing.
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Transactions

o A . Current Balance: 121.98
View Transactions for: | Concentration 70 |+ available Funds: 120.08

“iew Range: Since Last Statement O 7Days O 15 Days O 30Days

07/23/2008 Outgoing \Wire hhh dfhfghf
07f21/2008 Wire Transfer Debit

Test Wire

042200910

546444445

None given

First Financial Ba

225 N Main St

Celina, Ohio
07/18/2008 103080859 Transf to Stand alone

Test Set Up Weekly Transfer

Confirmation number 103080859
Totals (this page): Transactions: 3 Debits: -3.00 Credits: 0.00

From this screen, you can view your transaction history, view
images, select your history range, and set sort preferences.

Download

[ omiies [

Hote: * Required Field

Download Transactions for Account: | Concentration 70 Vl
* Select Download Range: | Select option... V|
* Select Download Format: | Select optian... Vl

=)

To download your transaction history:
Click Download and then choose your options.
Under Download Range, you may choose Since Last
Download, Since Last Statement, or Between Dates.
Under Download Format, you may choose MS Money,
Quicken, QuickBooks, Personal Finance, Spreadsheet, or
Word Processing.
Click Submit.
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Statements
To see past statements for an account, click on Statements.

View Statements for: | Concentration 70 v

06/30/2008 This is your statement Select option...

05/30/2008 This is your statement Select option...
igw POF

04/30/2008 This is your statement

03f31/2008 This is your statement iew HTML

By clicking on the Select Option drop-down box under Select
Format to View, you can choose to see your statement in:
PDF format
HTML format
Text format

To download the file, follow the directions on the screen. To
view, click on the link.

T 0

To download:
1. Right-click the link below,
2. Select Save Target As... from the menu.
3. Use the dialog box to save the file in the folder you wish.

To view:
1. Left-click on the link below,

Statement for Concentration 70 in TXT format

Return to Statement List
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Following is a sample statement.
Surmnary of Your Account(s)
Aocount Nuamber hoocount Title Balance
A EEIXTELTIHE 7070 Commercial Analysis Checking 125.63
Checking Account(s)
Aocount Title: Demo Treasury Management
Opegasioa. >
A Azst Controller
Comrnercial Analysis Checking MNuriber of Enclosures &
Aocount Number BEELLELRAATATO70 Statement Dates 6/02/08 thru &/30/08
Application Code ol Product Code E6
Beginning Balance 125. 63 Number of Days for L.P.Y.E. 9
& Depozits/Credits 15.00 bverage Ledger 127.56
10 Checks/Dehits 15.00 byverage Collected 127.56
Service Charge .00
Interest Paid .00
Ending Balance 125.63
Transaction Detail
Date Description Amount Ealance
6/04 Transfer from DDA 1.00 129.63
Acct MNo. [ENEEEYEENEFI030 D
/06 Transf to Stand Alone 1.00- 128.63
Test Set Up Weekly Transfer
Confirmation nuwdber 103080859
/13 Transf to Stand Alone 1.00- 127.63
Test Set Up Weekly Transfer
Confirmation nunber 103050559
6/16 Transfer from DDA 1.00 128.63
Aot No. REXEXEXEEXERI030 D
6/158 Transfer from DDA 1.50 130.13
Acct MNo. REXEEEEEEEERI030 D
6/15 Deposit 4,50 134.63
6/15 Check 1079 4.00- 130.83
6/18 Check 1080 3.00- 127.63
6/18 Check 1051 1.00- 126.63
6/20 Trsf from Line of Credit 1.00 127.63
Confirmation nuwdber 620080317
/20 Transf to 3tand Alone 1.00- 126,63
Te=st Set Up Weekly Transfer
Confirmation number 103080859
6/26 Deposit 6.00 13z.83
6/26 Check i.00- 131.63
T Date &/30/05 FPage z
Azcount Number BEEEARALLLLAT070
Enclosure (s) [}
Commercial Alnalysis Checking FEXEXIEXXAZE 7070 [Continued)
Transaction Detail
Date Description Amount Ealance
8/26 Check Z.00- 129.63
6/26 Check 3.00- 126.63
6/27 Transf to Stand Alone 1.00- 125.63
Test 2Set Up Weekly Transfer
Confirmation number 103080859
Check Swmoary
Date Check Amount. Date Check Amount. Date Check Amount.
626 1.00 &/26 3.00 e/f18 1080 3.00
BfZ6 z2.00 87518 1079+ 4.00 8518 1051 1.00
% Indicates skip in the check nunbers
Deposit Swamnary
Date Amount  Date Amount  Date Amount
6/04/08 1.00 £/518/08 1.50 £/520/08 1.00
6/16/03 1.00 &/18/08 4.50 6/26/08 G6.00
Other Debit Transaction 3ummary
Date Amount  Date Amount
6/06/08 1.00 &520/08 1.00
6/13/058 1.00 e&f27/08 1.00

first financial bank
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Stop Payments

New Stop Payment Enter Rewieww Finish

Hote: * Required Field

Add Stop Payment for Account: Checking A4
* Check Date: 0741772008 E=
* Start Check Number:
* Amount: %
* payee:

Remarks:

Remark2:

Remark3:

Remarkd:

Remark5:

=

To place a stop payment:
Click Stop Payments next to your affected checking account.
Click New.
Choose the account.
Enter the check date (click the calendar to choose a date).
Enter the starting check number.
Enter the amount of the check.
Enter the payee.
You may also enter 5 lines of remarks that will be useful in
placing your stop payment.
Click Submit.
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To view current Stop Payments, click Current.

Client Service: 877.322.9530
Ernail: clientservice @bankatfirst.com

View Issued Stop Payments for: | Concentration 70 %

Concentration 70 221654 $1.00 lohn Showden 07/23/08  Wiew

Click View to view details about a particular Stop Payment.

[ oomremse 7]

Add Stop Payment for Account: Concentration 70
Check Date: 07f23/08

Start Check Mumber: 321654

End Check Mumber:

Beqgin Amount: %1.00

End Armount:

Stop Payment Date f Time: 07723708 12:12 PM
Expiration Date: 01f31/09
Enterad by treacury

Payes;

Rermarks:

Remarkz:

Rermark3:

Remark4:

Remarks:

Stop Payment Notes and Notices

To place a stop payment on a range of checks, call
877.322.9530.

Stop Payment Confirmation—Receipt of the confirmation page
indicates the bank has placed the Stop Payment request on
your account. (Note: To revoke a stop payment placed on your
account, please call the bank directly at 877.322.9530.)
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IMPORTANT! Because of the large volume of items we
process, we do not visually inspect each item. We use a
computer system. Therefore, please be sure to complete the
appropriate fields accurately. The information must be EXACT
or our computer system will not be able to identify the item,
making this stop payment order ineffective.

By submitting this stop payment, you will abide by the rules and
regulations (as established by the Uniform Commercial code or
other law) governing Stop Payment orders. To be effective, we
must receive the Stop Payment order in time to give us a
reasonable opportunity to act on it, and before our stop payment
cutoff time. If a stop payment is placed after 6:00 p.m. CT, the
stop payment will be placed the next morning. Stop payments
can only be placed online for check payments. If you wish to
place a stop payment on an ACH, please contact the bank for
further assistance. A stop payment cannot be placed on any
transactions made using your Visa Check Card. A Point of Sale
dispute form will need to be completed at the bank for those
types of transactions.

Stop payments are effective for six months after the date
accepted and will automatically expire after that period unless
renewed in writing. A fee will be assessed to your checking
account for placing this stop payment request.
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Transfers

Transfers made after 9:00 pm ET will be processed on the next
business day.

C Teansferfunds
* Denotes required field
* Transfer funds from: Concentration 70 % | Available Funds: 119.98
* Transfer funds to: Select option... v
Payment options: Mone
* Transfer amount:
* Frequency: One Time b
* Transfer Date: 07/23/2008 =
Transfer memo:

To set up a new transfer:
Click Transfers next to the account FROM which you want to
transfer (you may also select the “from” account on the new
transfer screen).
Choose the account you want to transfer the funds TO.
In the Payment Options dropdown, choose either Make
Regular Payment To Loan or Only Apply Payment to
Principle if you are transferring money to a LOAN account.
(Note: If you make a regular payment, Online Banking will
advance the due date like it would if you came to a banking
center to make a payment. If you make a principal only
payment, the due date will not advance.)
Enter the amount you want to transfer.
Choose the frequency of the transfer. You may choose One
Time, Weekly, Bi-Weekly, Semi-Monthly, or Monthly.
Enter the date or click on the calendar to choose a date.
If you would like you may enter information in the Memo line.
Click Submit.
Click Confirm to complete the transfer.

e | [stsr (e
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Note: Transfers to credit cards are not available
through this transfer feature. These can be completed
through the separate system from our homepage.

History and Pending (Scheduled)

Reminder: Federal banking regul

View Transfers for: | Comm Ana 2020

[m] Comm Ana 2020 Comm Ln 5274 $1.00 Immediate 04/06/2011 Select option... [v]
ra

To view any scheduled transfers, click Scheduled.

To view transfer history, click History.

You can choose the desired “transfer from” account in the
drop down box next to “View Transfers for.”

Reminder: Federal banking regulation D sets
preauthorized transfer limit restrictions from savings or
money market accounts to other accounts. The
regulation states that savings or money markets
accounts cannot have more than six (6) preauthorized,
automatic, telephone or online transfers or withdrawals
per month, and no more than three (3) of those may be
to a third party that is made by check, draft, debit card,
or similar order drawn.
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Current Day

Current Day Information
Current Account Information Current Day InC|UdeS
a summary of
Concentration 70 / Demo Treasury Management transaCtIOI’] dO"ar
amounts posted to
As of Date........... July 30, 2008 Current Day Rotivity .
Debita Credits your account dunng
Available Balance.... 115.538 ACH Itens -
Collected Balance.... 121.98 0.00 0.00 the current business
Ledger Balance....... 121.98
Hold Amount.......... 0.00 Inclearing day
0.00 0.00

Over-the-counter

0.oo 0.00
Wires
1.00 0.00
Transfers
1.00 0.00
TOTALS
2.00 o.o00

Prior Day

Prior Day Information
Prior Day includes a
‘iew Prior Day Information for: | Concentration 70 %
summary of
Prior Account Information -
transaction dollar
Concentration 70 f Demo Treasury Management amounts pOSted to
your account the
Close of Business.... July 30, 2005 Dl;;iil:; Day Mté:t;zts prev'ous bus'ness
e C— P day. This information
S C——— e is updated nightly at
o e processing.
One-day Float....... 0.00 Over-the-counter
Two-day Float....... 0.00 0.00 0.00
Three-day Float..... 0.00
Over 3-day Float.... 0.00 Wires
o.o0 0.00
Tranafera
0.00 0.00
Total
0.00 0.00
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»Batch List NACHA Upload Tax Payrments Histary Transa ction Search

Batch List
Create an ACH Batch

Step 1: Create New Batch. From the main ACH Batch List
page, select the company for which the batch is being created.

Create a new batch for: | Select Company v

EEEE e R
Demao Treasury Ma

Step 2: Batch Header. Enter batch header information.

Batch Name: I:l SEC Code: |PPD - Prearranged Payments and Deposits %

Company: Dema Treasur ¥ Ma Company Id: 310208605
Discretionary Data: l:l Entry Description: ACH ENTRY
=3

Complete the following fields:
Batch Name: Enter a unique name for this batch, which can
be generic (Payroll) or specific (Payroll 073108).
SEC Code: Choose the correct SEC Category Code for the
batch. Choices are PPD (Prearranged Payments and
Deposits), CCD (Cash Concentration or Disbursement), and
CTX (Corporate Trade Exchanges). PPD involves only
consumer accounts (example: payroll file). CCD involves
both debit and credit transactions with commercial accounts
(example: vendor payments). CTX is used for corporate
trade payments with invoice information.
Company: The Company selected in the previous screen will
prefill. This name, along with the Entry Description, will be
transmitted with the transaction.
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Company ID: Enter the Tax ID number of the selected
company. This field will prefill with your company’s ID
number.
Discretionary Data: Enter a description of the batch. This
field is not required.
Entry Description: This description, along with the Company
Name, will transmit with the transaction. This field is
required; it will be defaulted with a description.

Click Submit.

Step 3: Create Transactions . There are three ways to add
transactions; individually, by entering multiple records and by
using Import Records (not commonly used.)

When adding a transaction individually the user may enter
addenda information (if applicable) and search for an ABA

number.
Add Transaction

Transa ction Information:

Name Addenda Type 00-No Addenda Information 9
ID Number Addenda

Amount* 0joo Prenote [J

Receiving Financial Institution Information:
Routing Search for ABA # Accoun t Type Checking ¥

Account Number Transa ction Type O Debit © Credit
Status @ active O Hold

Quick Add Add Multiple m

Individual Transaction

Complete the following fields:
Name: Enter the name of the person or company you are
going to credit or debit.
ID Number: Enter the ID number of the person or company
you are going to credit or debit. This can be a social security
number, employee number, name, etc. This is an optional
field.
Amount: Enter the amount of the transaction.
Prenote: If this transaction should also be created as a
prenote, click the Prenote box. A separate Prenote batch
will be created. NACHA regulation requires a 6 busi  ness
day wait period following a Prenote batch.
Routing #: Enter the routing number for the transaction or
use the search feature to look up the ABA number.
Account Number: Enter the affected account number.
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Account Type: Using the drop-down menu, choose the type
of account that corresponds to the account number entered.
Transaction Type: Choose whether the transaction is a
Credit (Deposit) or Debit (Charge).
Status: Choose Active or Hold. You can hold a transaction if
you want the transaction to be part of the batch but do not
want it to be transmitted with this batch.

Click Quick Add to enter another transaction.

Click Submit when all transactions have been entered.

Multiple Transactions (Alternate)
Add Multiple Records is a quick way to create transactions. It
allows up to 15 records to be added at a time.

Click Add Multiple. -
[ dartopte |

Oprenate *
1 ®O0 | | o®
2 ®0 [ ] ce
3 ®0 [ | ce
4 ®0 [ | ce
5 ®0 [ ] o®
5 ®0 [ ] ce
7 ®0 [ | ce
5 ®0 [ | ce
o ®0 [ ] o®
10 [oYe} [ ] ce
11 ®0 [ | ce
12 ®0 [ | o@
13 ®0 [ ] ce
14 [oYe} [ ] c®
15 @0 [l ce
* Amount cannot be $0. If the Prenote option is selected, a separate $0 Record of this entry is created.

Enter the Name, 1D, Routing #, Account #, Amount, and
choose the Type of Account and Debit or Credit for each
transaction.

Prenote: Select this option to have the system automatically
create a separate $0 prenote batch, which can be initiated
prior to the actual batch. We strongly advise you to do this
for all new transactions. There is a minimum 6 business day
time delay between the prenote date and the live item date.
Click Quick Add to add more transactions, or Submit to
complete the batch.

Please remember a completed file must be balanced.

To add addenda
information or use
ABA lookup, first
add the record
here then use the
Edit Transaction
feature.
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Step 4: Initiate Batch. A batch can be initiated by selecting a
single file or all of the batches.

Select Initiate from the drop down menu. Note: Initiate is
only available if the batch is in balance.

Create a new batch for: |Select Company =

Total Batches: 1

View 10 | 20 | 50 | 100

O Ready Payroll PPD Demo Treasury Ma $5.00 $5.00 Select option... =
Total $5.00 $5.00
View
Edit
Quick Edit
* Checkboxes outlined in red cannot be initiated. ﬁgg[\;rt

uEdate =

I [0 [ [ [ |@mtefet  [Initiate -

To initiate a single _ file:
0 Select a file and click “Initiate Selected”.

Create a new batch for: |Select Company =

Total Batches: 3 View 10 | 20 | 50 | 100

PPD Demo Treasury Ma $5.00 $5.00 Select option...
Ready Payfoll PPD Demo Treasury Ma $5.00 $5.00 Select option...
Ready T#st out of bal PPD Demao Treasury Ma $2.00 $5.00 Select option...
Total $12.00 $15.00

Initiate Selected Select All Delete Selected

* Checkboxes outlined in red cannot be initiated.

[ KN [ KN[K]

To initiate all _ the batches:
0 Click “Select All” and then click “Initiate Selected”.

Create a new batch for: |Select Company

Total Batches: 4

View 10 | 20 | 50 | 100

Ready test
Ready Accounts Payal
Ready Payroll
Ready Test

Demo Tregsury Ma $1.00 $1.00 Select option...
PPD Demo Treasyry Ma $5.00 $5.00 Select option...
Demo Treasury Ma $5.00 $5.00 Select option...

Demo Treasury Na $2.00 $2.00 Select option...
Total $13.00 $13.00

FE——— @ Delete Selected

* Checkboxes outfined in red cannot be initiated.

Oogia

[KN| K {EN|KS

Select the effective date from the drop down box (only dates
available for selection will display.) Note:

Miew 10120 | 50100 | All | Search If you need to

Batch Name: PNT-TEST SEC Code: PPD s

Company: Demo Treasury Ma Company Id: 310308805 Unlnltlate a. batCh,
Discretionary Data: TEST Entry Description: ACH ENTRY

see page 42 for
OHH DIE 132608 042200910 5000 DR Instructions.
BUSINESS ACCOUNT 31526 042200910 $0.00 CR
Total Debits: $0.00 Total Credits: $0.00
Select Effective Date: ‘ Select Date >
R —
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ACH Batch List

This list will contain the ACH Batches you have entered or
uploaded into Online Banking Cash Management.

Create a new batch for: |Select Company =

ciliEEr s 2] Total Batches: 4 View 10 | 20 | 50 | 100

Status:  Batch Name: Type: Company: Debit: Credit:
[l Ready test PPD Demo Treasury Ma $1.00 $1.00 Select option... =]
n Initiated  Accounts Payable PPD Demo Treasury Ma $5.00 $5.00 Select option... =]
[ Ready  Payroll PPD Demo Treasury Ma $5.00 $5.00 Select option... =]
n Ready Test PPD Demo Treasury Ma $2.00 $5.00 Select option... x|
Total $13.00 $16.00

* Checkboxes outlined in red cannot be initiated.

Field Descriptions
Status

o Ready — The batch is ready to be initiated and sent to the
bank for processing. (Note: Once you have Processed or
Uploaded a batch, the batch will return to Ready after

processing.)

o Initiated — The batch has been initiated and sent to the
bank for processing, but the bank has not yet processed
the batch. You may “uninitiate” the batch if corrections
need to be made. You will then need to initiate again.

o0 Processed — The bank has processed the batch.

Following the bank’s End of Day processing, the batch
will return to a Ready status. This means your file has
been released to the Fed; corrections can no longer be
made once a file has been processed. This “processed”

batch will go to History after End of Day processing.

o0 Uploaded — The batch has been uploaded from your
company’s software. Batches need to be initiated while in

uploaded status.

Batch Name : Each batch should have a unique name. This
can be generic (Payroll) or specific (073108 Payroll). To

help with ease of identification, please be specific.

Type: This is the class code for the ACH Batch. Choices are

PPD, CCD, and CTX. PPD involves only consumer

accounts (example: payroll file). CCD involves both debit
and credit transactions with commercial accounts (example:

Note:

ACH batches with
checkboxes outlined
in “RED” are either
“initiated” or “out of
balance”. Do not
delete initiated
batches unless there
is a problem with the
batch that requires it
to be deleted. Out-of-
balance batches can
be corrected or
deleted accordingly.

Another step on the path to success

first financial bank




vendor payments). CTX is used for corporate trade
payments with invoice information.

Company : This is the company for which the batch has
been established.

Debit: This is the total of all debit transactions for the batch.
Batches must have equal debits and credits to be initiated.
The dollar amounts for batches not in balance will display in
red. This amount cannot exceed the approved ACH limit.
Credit : This is the total of all credit transactions for the
batch. Batches must have equal debits and credits to be
initiated. The dollar amounts for batches not in balance will
display in red. This amount cannot exceed the approved
ACH limit.

Select Option: Use the drop down menu to make a
selection.

0 View—Select View to see Batch details.

o Download —Select Download and choose your desired
format (List (PDF) or NACHA).

o Delete—you have the ability to delete multiple ACH
batches at one time or you may delete individual batches.

— To delete a single_file: Select a file and click “Delete
Selected” or choose “Delete” from the Select option
drop down list.
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— When this screen appears, select “Delete” again to
confirm the batch deletion.

O

— To delete all_the batches: Click “Select All” and then
click “Delete Selected”.

Uninitiate —Select Uninitiate and then Uninitiate again to
confirm the batch uninitiation.

-

The bank will pull all ACH files at 4:00 pm ET and 6:00 pm ET
for processing. Only files that have not been processed will
have an uninitiate option available.

Please Note:

All files selected will
be permanently
removed once you
click the final
“Delete” option at
the end of the
process.



NACHA Upload

File Name: Enter the file name/path or Browse for the
NACHA formatted file you want to upload. This file should be
appropriately named for ease of selection and will reside on
your company’s system.

Click Upload.

To check the status of the upload, click File Status from the

menu bar.

L ]

O

Once uploaded, files will appear in the list of ACH batches. You
may simply follow the Initiate instructions to complete the ACH
file process.




Tax Payments

Select Tax Payments from the ACH Menu and complete the

following fields:
Batch: Enter a unique Batch Name or Number for this tax
payment.
Pay to: Using the drop-down menu, choose Federal or your
State name.
Company Name: Using the drop-down menu, choose the
company for which you want to make the tax payment.
Tax Period: Enter the Tax Period for which you are making
the payment.
Tax Code: Click on the Lookup link and select the type of tax
you are paying.
Taxpayer ID: Enter the Company’s Tax ID Number.
Amount Type Code: Once you have selected the proper
state, select the appropriate Amount Type Code. Note: The
amount type code does not apply to Federal tax payments.
Payment Amount: Enter the amount of the tax payment.
Pay from Account: Using the drop-down menu, select the
account from which you want the funds for the tax payment
debited.




If Federal is selected from the Pay to drop-down menu,
Social Security, Medicare and Withholding will need to be
indicated.

Tax Information ID 1 = Social Security . Enter 1941 in
the box and then enter the amount.

Tax Information ID 2 = Medicare . Enter 2941 in the box
and then enter the amount.

Tax Information ID 3 = Withholding . Enter 3941 in the
box and then enter the amount.

Click Submit to complete the entry or Quick Add to add another
Tax Payment.

You will be brought back to the ACH Batch List. The message
‘Successfully Added Tax Payment’ will display.

You must initiate the batch for processing (see
ACH Batch Initiation).




History

Click History to view ACH history.
Under details, click View to view details of the ACH Batch.

Transaction Search

From this page you can search for ACH batch records within an
ACH batch using specific search criteria such as ACH batch
name, ACH company name, batch record amount, and so forth.

Enter your search criteria and click Search.
Your records will appear.




#

Transmit Wire

-

Transmit: The transmit option will display next to Wire Transfers
ready to be sent to the bank for processing. A Single Wire
Transfer can be transmitted only once daily, and must be
transmitted on the day of processing (cutoff times apply).

Future dated wires are not available.  Click the Transmit link to
complete the Wire Transfer process. The Transmit tab will only
display to those users who have authorization to transmit Wire
Transfers.

After verifying the
Wire Transfer
information is correct,
enter your 4-digit Wire
Password and click
Transmit.




Dual Control Wires

If your company requires dual control for Wire Transfers, the
wire must be transmitted by a second user. Upon the second
user entering his or her Wire Password and clicking Transmit,
the Wire is sent to the bank for processing.

Dual Control:
If the user that sets up the wire has capability to Transmit,
they will have to select “transmit” after setting up the wire.
The user must enter the wire password and click “approve”.
Then a second user will have to login and transmit the wire
that is in “approved” status.

If the user that sets up the wire does not have transmit
capability, a second user will have to login and select
“transmit”, then enter their wire password and click
“approve”. A third user will then have to login and transmit
the wire.




Create/Modify Wire

Use the Create/Modify Wire tab to create new wires or to edit
existing wires.

Field Descriptions
View wires for: Using the drop-down menu, select the
account for which you would like to view or edit wire
transfers.
Create a new wire from: Select the account for which you
want to add the wire transfer.




Create Wire

Use the drop down next to Create a new wire from and select
the account from which the funds will be drawn.

The default entry screen for a Wire Transfer is Domestic Wire
Entry. To enter an International Wire, click the “Click here for
international wire input screen” link. (International wires will be sent
in US currency only.) For international currency wires, contact your
Treasury Management Representative. And they will establish a
process for you to submit all future international currency wires.

Wire Name: Enter a unique name for the wire. This is for
identification purposes only.




Credit Account Number: Enter the account number that you
are crediting.

Credit Account Name: Enter the name of the company or
person who will be receiving the wire.

Credit Account Address: Enter the address of the company
or person who will be receiving the wire.

Receiving Bank ABA Number: Enter the ABA (routing)
number of the bank where the credit account is held. If you
do not know this number, use the Search for ABA Number
link to search by bank name, city or state.

Receiving Bank Name: Enter the name of the bank to which
you are sending the wire transfer.

Receiving Bank Address: Enter the address of the bank to
which you are sending the wire transfer.

Remarks: Enter any remarks or comments for the wire
(invoice #, person’s attention, etc.).

Repetitive Wire: If you want this wire to be saved on Online
Banking so it can be edited and sent again in the future, click
the repetitive check box.

Amount: Enter the amount of the wire transfer.

Submit: Click submit to complete the wire transfer entry.
NOTE: You must still Transmit the wire for it to be
processed.




Modify Wire

Edit
Click the Edit button to open the fields for editing.

Delete
Click the Delete button to remove a pending wire. You will
be able to review the details of the wire.
Click Delete again to confirm deletion.




Transmit Repetitive Wire

-

To transmit a repetitive wire, click the Transmit link. You will be
able to view the details of the wire.

Verify the Wire Transfer information is correct.

Enter your 4-digit Wire Password assigned by the bank.
Click Transmit.

If your company has dual control, the first person will
“Approve” the wire. A second person with Wire Transfer
capability must sign on to “Transmit” the wire.




History

This page displays a list of all initiated wires. You can change
the wire history display setting to 7, 15 or 30 days, or search

within a particular date range and wire amount. You can also
view wire details for an initiated wire from this page.

Search

From this page you can enter a beginning and ending date
range to search for wire transfers within the range indicated, or
select beginning and ending dates using the calendar icons.
You can also enter a beginning and ending amount to search for
wire transfers within the amount range indicated.
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Positive Pay is a fraud prevention tool your business can use to
protect the checks you write. Whenever you write checks, tell
us the check number, the amount, the issue date, and the name
of the payee. When those checks come through the bank, we
will verify the check number and amount to be sure it matches
what you have told us. If there are exceptions, we will present
them to you through Online Banking and you will tell us to pay
them or return them. Exceptions may be “worked” from 10:00
am ET to 1:00 pm ET.

You take advantage of this tool in three simple steps:
First, tell us how your check writing software’s file is
formatted. We will be happy to assist you in this step! You
will only need to do this as part of the setup process or when
your file’s format changes. [Edit Upload Format]
Then, choose which checking account your checks were
written on. You may choose to use this service on more
than one account. [Upload Issued File]
Finally, send us the check information. [Upload Issued File]

You may also manually enter check information and send it to
us that way.




Edit Upload Format

Select the type of file you want to import to identify the field and
position placement for your file. Once this layout is established,
this format will be the default layout for uploaded files of this
type. You will not need to work with it again unless you make
changes to your file.

Hint: Before you begin this step, print a sample of your issued items
file (payroll file or similar) and refer to the samples of the file types. It
will be easier for you to fill out the formatting form if you have your file
for reference.

Under the ARP/Positive Pay tab, click on Edit Upload

Format.

Click on the dropdown box and choose CSV File or Fixed
Position.

Enter the appropriate information so that you can upload the
item number, item amount, issue date, and payee.




CSV File Format

If you are uploading a CSV file, you will select which column the
fields used are in. Please also choose your date format.

Once you make your format selections, click Save. The screen
will refresh.

Note: The page will reappear as though nothing has
changed. Be assured your information has been
saved. You may now upload.




Fixed Position File Format

If you are uploading a fixed position file you will need to enter
the Begin and End position for the fields used. Also, remember
to select your date format.

Hint: With a fixed position
file, we recommend that you
copy the file to Word or
WordPad and then insert a
row at the top and type
123456789012... so you
can easily determine where
your position “begins” and
“ends.”

Once you make your format selections, click Save. The screen
will refresh.

Note: The page will reappear as though nothing has
changed. Be assured your information has been
saved. You may now upload.




File Types

CSV File
Format: Column

Account number 1 (not required)
Item number
Amount
Date Issued
Payee

b wdN

4384 1007 8372 92706 Lisa Barr
4384 1008 489 92706 Lane Juarez
4384 1009 11273 92706 Lisa Harris
4384 1010 2946 92706 Lori Hymer

Fixed Position

Format: Begin End

Account number 1 4 (not required)
Item number 5 8

Amount 9 13

Date Issued 14 19

Payee 20 40

1234567890123456789012345678901234567890

4384100100250092706Celeste Burdg
4384100204300092706Tracy Kesselring
4384100301125092706Amy Freeman
4384100402680092706Jessica Kenney
4384100500475092706Michelle Huett
4384100610721092706H James Smet




Upload Issued File

Now that you have formatted your file type, you are ready to
upload!

Under the ARP/Positive Pay tab, click on Upload Issued File.
Click on the dropdown box next to “Upload file for” and
choose which checking account the checks are written on.
Click on the dropdown box next to “Upload File Type” and
choose Fixed Position, CSV, or Manual Entry. [Note, see
below for more information on Manual Entry.]




Click the Browse button and select the file you wish to
upload.

A/CD

Click the Upload button.

Your screen will automatically refresh to the File Status tab.
Your file will be listed initially as 0% Complete and then will be
listed as Uploaded when the file upload is complete.

Note: If the status does not change from 0% Complete or changes to
an Unsuccessful status, you will need to contact your Account
Representative for assistance.

Once the file uploads, your items will be displayed.
Carefully review the items to make sure they uploaded
correctly. If the items look correct, click Approval. If not,
click Cancel and call your Account Representative for
assistance.




Manual Entry

You must upload data for every check written. An easy option if
you have only one or two checks to upload is Manual Entry.

Under the ARP/Positive Pay tab, click on Upload Issued
Items File.

Click on the dropdown box next to “Upload file for” and
choose which checking account the checks are written on.
Click on the dropdown box next to “Upload file type” and
choose Manual Entry.

Enter the Check Number, Date Issued, Check Amount,
Type, and Payee Name for each check you want to upload.
Click Upload.

Note: You may enter up to 8 pages before uploading.
Each page holds 11 entries.




Exceptions

Q: What happens if a check comes through on my account that
does not match my uploaded checks?

A: These are “Exceptions” and must be “decisioned” between
10:00 am ET and 1:00 pm ET.

Instructions

Log on to Online Banking.
Click on the ARP/Positive Pay tab.

If there are any exception items to be worked, the list of
items will be the first page to display. If there are no
exception items, you will be taken to the upload page and
the Items tab will not display.

If you want to pay the item, click in the box under Pay. If you
want to return the item, leave the box empty.

Note: If the lock under the Protected column is LOCKED, you cannot
decide to pay or return. Most likely, it is before 10:00 am ET or after
the 1:00 pm ET deadline. You can only make decisions if the lock is

UNLOCKED.

You may set up an Alert to let you know if an exception item
has posted to your account. Please refer to Alerts Options
within this manual for instructions on how to set this up.




To view an image of an exception item, click on the Check
Number. Itis a link to an image of that check.

Click Flip to see the back of the check.
Click Rotate to change the view of the check.
Click Return to go back to the exception list.

To view details of the item, click Details.




Download Paid File

As an additional benefit through the Positive Pay program, you
may choose to download your paid items file. This is a great

tool for the reconciliation process.

Under the ARP/Positive Pay tab, click on Download Paid
File.

Click on the dropdown box next to “View Download Paid
Items File for” and choose which checking account your
checks were written on. Any of your checking accounts may
be set up for Positive Pay.

Click Download.

To download, follow the directions on the screen. To view
the file, click on the link.




New CM User
To add a new user, click on New CM User.

To add a new Cash Management user, complete the following
User fields:
User Name: Enter the first and last name of the new user.
User ID: Enter the new user’s ID (must be 4-12 characters
and unique across First Financial Bank’s entire online
banking database).
Administration:
Yes — The cash user will be able to add or edit other cash
users, as well as make changes to the Options
(Passwords, Pseudo Account Names, etc.) This gives
the user full administration rights.
Partial — The cash user will be able to make changes to
Options, but not add or edit cash users.
No — The cash user will only be able to change his or her
cash user password or Wire Password (if applicable).
View — The cash user will be able to view other Cash
User’s setup information, but not make any changes.




Password: Enter the password for the user’s sign on to
Online Banking Cash Management. The user will be
required to change this when he or she logs in. Remember,
passwords must be 8 alpha/numeric characters.

Wire Password: If this user will have rights to Transmit Wire
Transfers, enter a 4-digit wire password. This field is
required if the Transmit Wires option is selected in the next
section.

Allow User Download: If the user should have access to
download Prior Day Information files, check the box.

Hold User: If you want to block the Cash User’s access to
the system, place a check mark in the box. This can be used
at any time if the user should be away from work for a period
of time and you do not want them to log in. To unlock a
user, un-check the box and type over the user’'s

password to resetit. Leave the password fields blank to
keep the current password.

E-Mail Address: Enter the e-mail address of this user. This
will be used to notify the user of responses to a secure
message. (Note: Each user can have their own email
address but the administrator's email address will be the
main email for the NTID.)

Daily ACH Limit: Enter the maximum dollar amount that the
user will be able to initiate. More than one batch up to this
limit may be sent by the user in the same day. Batches
initiated by all users cannot exceed the limits set for the
company.

Per Wire Limit: Enter the maximum dollar amount that the
user will be able to initiate. This amount is per Wire Transfer.
More than one wire up to this limit may be sent by the user in
the same day. Wires initiated by all users cannot exceed the
limits set for the company.

Transfer Limit: Enter the maximum dollar amount that the
user will be able to transfer to another account. This amount
is per transfer.

Daily Wire Limit: Enter the maximum dollar amount that the
user will be able to initiate or approve per day. Wires that
this user approves or transmits will be checked against this
limit.

Dual Wire Control: Check the box if wires for this user will
require approval by a second user.




Dual Wire Control Limit: If the Dual Control box is checked,

all wires at and above the Dual Control Limit will require

approval by a second user.

ACH Controls
Display/Download ACH: Allows the user to view ACH
batches and the associated transactions.
Edit ACH: Allows the user to add, edit, and delete ACH
transactions from a batch.
Import Transaction: Allows the user to import
transactions into a batch.
Full ACH Control: Allows the user to utilize all of his or
her assigned functions without another user’s
involvement. If Full Control is not selected, users that
create a batch will not be able to initiate the bat  ch
unless another user edits the batch first. Another
user with Initiate capability can initiate the batch at any
time.
Upload ACH: Allows the user to upload NACHA files.
Update Transaction: Allows the user to re-import
transactions into a batch to update the dollar amount of
the transactions.
Initiate ACH: Allows the user to send an ACH batch to
the bank for processing.
Delete ACH: Allows the user to delete ACH batches.
Restricted Batch Access: Allows the user to create and
view ACH Batches that only Restricted Batch Access
users can view, edit, or initiate. Example: Payroll files are
typically not seen by all users.

Click Submit.




Now, enter the default and account settings for the new user.

Select the options to which the User will have access.
Select the accounts to which the User will have access.

Click Submit.
Note: Anytime a new CM user is set up, or if wire entitlements

are established/edited on an existing user, the user will be
placed in a “held” status by the system.




CM User List

This page displays a list of all cash management users. From
this page you can modify settings for an existing cash
management user or delete an existing cash management user.

Next to each user is a Select Option dropdown.
You may select to modify user, default, and
account settings or to delete this user.

User Settings

Make any desired changes and click Submit.




Default Settings

Make any desired changes and click Submit.

Account Settings

Make any desired changes and click Submit.




Delete

Verify that this is the user you wish to delete.
Click Delete again to confirm.
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Current Day

Prior Day

Current Day includes
a summary of
transaction activity
and balances for the
current business day.

Prior Day displays
balance information,
float information and
activity totals for
previous business
day. This information
is updated nightly at
processing.



BAI File

From this page you can download, save to a file, and view cash
management data, consisting of prior day balance and
transaction totals. All accounts will display.

___ >
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This page displays the current status of an uploaded file and
allows you to refresh the status shown and view details of files
that have been successfully uploaded.

ACH and Positive Pay Issued Items are both monitored through
this page.

Note: If the status does not change from 0% Complete or changes to
an Unsuccessful status, you will need to contact your Account
Representative for assistance.
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From this page you can view or modify your email address, as
well as manage your Cash Management and Single Sign On
login information.

Click Submit to save changes.




In Accounts Options, you can give your accounts Pseudo
Names (nicknames). This is helpful, for example, if you keep a
specific checking account for payroll.

To rearrange the order in which you view your accounts, click
on the account name, and holding your mouse button down,
drag the account to your desired place. The account you are
moving will be highlighted.

Click Submit to save changes.

Note: This option is
only available to
administrators.



Click Submit to save changes.




You can set up Online Banking and Bill Payment to alert you
when you need to be reminded of something. You can choose
event alerts, balance alerts, item alerts, or personal alerts. Most
of these alerts can be delivered to you either by email or when
you log in to the online banking system.

Event Alert Options

In Event Alert Options, you may choose to receive an alert
either at sign in or by email.
Click Submit to save changes.




Balance Alert Options

In Balance Alert Options, you can set up alerts to notify you
when your Available Balance goes above or below a certain
amount.

Choose to receive the alert by Email and/or at Log in.
Choose the account.

Choose if the balance goes above or below.

Enter the amount.

Click Submit to save changes.

Item Alert Options

In Item Alert Options, you can set up an alert to notify you when
a particular check has cleared.

Choose to receive the alert by Email and/or at Log in.

Enter the item number.

Select the account name.

Click Submit to save changes.




Personal Alert Options

In Personal Alert Options, you can set up an alert for any
personal reminders, such as birthdays, etc.

Choose to receive the alert by Email and/or at Log in.
Select the date on which you want to be alerted.
Enter your alert message.

Click Submit to save changes.




