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LOGGING IN

Current users can access SkowheganSavings.com to login with their ID and Password.

(’ SkOWthall Loginto: Online Banking v Enter Your Onling ID
awn S * Enroll Now
Straight Talk. Faur Deals. e A

Here you will also be asked to verify your personal image. (For first time users, a random image will be shown and you will
be prompted to choose your own image.) Otherwise simply verify this is the image you had selected, enter your password
and continue fo submit through the screens. This Image should appear on all pages of your Online Banking to verify that you

are connected to Skowhegan Savings. Do not provide any information on screens that do not display your image.

Straight Talk. Fair Deals.

Login to Oniine Bankirg @

Please verity your personal Image!
1f this is NOT your kmage and your
10 is correct. DO NOT enter your

FIELD DESCRIPTIONS
e Enroll: Business customers should contact Customer Service.
e Test Browser: This Browser Test will display your current Web browser.

e Home: Clicking on this link will return you to Skowhegan Savings' Home Page.
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New Business Online Banking users will receive a Single Sign On setup e-mail with a link to create their ID and password.

This link will be valid for 7 days. If the link has expired please contact Customer Service at 800.303.951 1or your Online
Business Banking Administrator.

Once you click on the link the Activate Account screen appears. Create your ID and Password, and then select continue.

Activate Account

Welcome to Skowh Savi Online Busi Banki

To access your accounts, please establish your 1D and Password.

Create your new Online Banking credentials

Online Banking 1D |

Online Banking Password |

Confirm Online Banking Password |

Continue (7 |

ONLINE AGREEMENT

This is an agreement between you and Skowhegan Savings to govern your use of Online Banking. These services permit,
you, the customer, to perform a number of banking functions linked to

Online Banking through the use of a personal
computer.

Customes Suppot (800) 303-8511
Nondey - Freay, 800sm. 5 0%pm

Ontine Agreement

Please read and agree 1o e Online Agreement lerms and condiions by selecting e 7 Agree” check bax

Oniine Agreement

‘Shownegan Savings Online Banking Areement
1.0 Descripton of Agreement

What This Agreemont Covers. This agreement between ou and SKowhegan S3ungs Governs the use by you of Oniline Banking These 5enices perm Skoanegan Sangs customers 1
pertorm a number R theuse of

Accepting the Agreement. When ou use SKowhegan Saungs Oriine BnKng 3 GSCHDET N et Sgreement o SuUNOMZe OMETs 10 use SKOANEFIN Seangs Onine Banking, you agree 10
me terms 3na conasans of s sreement

s me entre JOU 310 SOWNEGaN S3ANGS WM TeQIFG10 FOur uSe of Oniine Banung However, your use of
Oniline Baniing may be aflectad by OMer agreeMents DeweEn Us QOVEMNINg your GEPOSH, Or OMEr IQible CCounts. When you BTk ScCounts 10 Oniine Banking. Tis Goes not change e
agreements you air8ay Nave with us goveming ose accounts. For EXEMle, when you UsSe Onane Banking 10 3CCESS & SBNJS 3CCOUNL YOU 00 50 LNJEN e 187MS and CONBBONS.

goveming the as¢ account You ¢ 3greements for any appRCale fees, for ATIRIBONS ON e UMbET Of FaNSfers yoU Can Maks, and for other
restrctions: » use ot mat

Computer Requirements. in order 10 u5e Online Banking, you wil nesd  Computer nd related intermet 3cCRSS 2QUPMENt You 3ra TESPoNSIDIe for INSKalling, M3INtaining and 0perang

P 1agree

Accept ()| _Decine £

FIELD DESCRIPTIONS

e | Agree: You must check this box if you agree to the conditions of the agreement and want to continue.
o  Accept: Click this button if you would like to continue with the Online Banking login.
e Decline: Click this button if you would like to decline and not continue with the login.

PROCEDURES

1. Scroll down and read through the agreement.
2. Check, "l Agree" box.
3. Click Accept.
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SECURE TOKEN (F ENABLED)

Secure tokens are designed to provide an extra level of protection at login. It is a physical device that the user must have
present in addition to their User ID and Password in order to login to Online Banking. This is a requirement for all Business
Users that are processing ACH, Remote Deposit Capture or Wires. Each user must register their assigned secure token.

(Tokens cannot be shared.)

Register your Secure Token:

Complete the below fields to register your Secure Token.

The Serial Number is listed as S/N on the back of your device. Press the power button on your
device to display the current Token Code

Device Serial Number (back):
Key Fob Token Code (front):
Submit (7 cancel () |

PROCEDURES
1. Type in the serial number (S/N) from the back of your token device.
2. Press button on front of device then type in the 6-digit code from the display of your Secure Token.
3. Click Submit.

You will be prompted for a Secure Token Code at all future logins.

Secure Token Validation:

Enter the 8-digit code from the display of your Secure Token to login.

Secure Token Token Code:
Submit ()| _ Log Out ()

PERSONAL IDENTIFICATION IMAGE

The Personal Identification Image is a security watermark and should appear on all pages of your Online Banking. This is to
verify that you are connected to the genuine Skowhegan Savings Online Banking site. This is an image that you select and
have the option to change through User Options.
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Please verify your personal Image!

Not Your Image: If the ID listed below is correct, DO NOT enter your password & contact us. If the ID is incorrect, return to the login page to modify it

First Login: Random Image shown. Enter your password to proceed & select a personal Image when prompted.

Personal Icon:

Current Image: Click to Select or Change your Image:

(7)<<< Prev Next>>> (7))
Submit £ cancel ()

PROCEDURES

1. Click Next or Previous to view images in the image library.

2. Click animage of your choice and verify that it is displayed as the Current Image.

3. Click Submit.

MULTI-FACTOR AUTHENTICATION SECURITY
Online Banking offers enhanced security to verify the identity of the individual logging in. During one of your first online
sessions, you will be prompted to select and answer three security questions. During future login sessions, these questions
may need to be answered before login is allowed.

Security Settings

Hew Security Feature!

In order to make your online banking experience as secure as possible, we are introducing a new security feature that detects any uncharacteristic or unusual behavior involving your account. If
anything out of the ordinary is detected we will verify your identity.

How Does It Work?
If we detect any unusual or uncharacteristic activity, we will ask you to answer your security questions to make sure that it's really you. This will most likely be a very rare occurrence.

What Are The Next Steps?

Answer and verify three security questions;
Continue banking, with an even higher level of security!

Continue !,,
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Verification Questions (required):

From now on we will monitor your use pattern and if we suspect itis not you logging in we will ask you to answer a few verification questions. Please take a moment to select one question from
each of the three drop-down menus. Answers are not case sensitive.

Question One: [Select Question. - . =
Answer: |
Question Two: [Select Quastion. . . =
Answer: |
Question Three: [Select Quastion. - - =
Answer: |

submit ()

FIELD DESCRIPTIONS

e Question: Each question has a drop down list with a variety of questions to select from
e Answer: Free form answer field to type the appropriate personal answer to the question.
PROCEDURES

1. Select and answer three questions.

2. Click Submit and Confirm.

EMAIL ENTER/UPDATE

You may be prompted to enter an email address. Email addresses may be changed at any time through User Options.

Email Address

Enter/Update Email Address

Email address on file: |

PROCEDURES

1. Type an appropriate email address in the provided field.
2. Click Submit.
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NAVIGATION

1) £ = = X L 4
Accounts Bill Pay Business Banking eDocuments User Options Mobile Banking
My Online Banking Account Summary Check Reorder Interest Rates Transfers Remote Deposit
rs

Note: All available features are displayed here. Features enabled for the user will depend on your user access. Options for
each are located within the tab for that feature. Click or hover over the tab to access the available options for each Online

Banking feature.

MENU OPTIONS
e Accounts: Access accounts and account activities, view interest rates and process fransfers.
e Bill Payment: Establish payees, schedule and review bill payments and bill payment history.
e Business Banking: Access ACH, Wires, User administration and reporting feature.
e FElectronic Documents: Access last 18 months of documents, if enrolled.
e User Options: Modify Personal Settings, Password, Email Address, Account Settings, and establish Alerts. Also
view, activate or cancel ATM /Debit Cards.
e Mobile Banking: Establish Mobile Web/Text access for your mobile device.

ACCOUNTS
Accounts are separated info three categories: Deposit, Loan, and Other. You will only see categories and accounts to

which you have been given access.

Deposit Accounts @ View5 |10 | 20 | 50 | 100 | ALL
Account (Click for Details) Balance Status Options
e TEG 0001 80.21 Select Option b
R Checking 0.31 Select Option v
A Savings 125.88 Select Option A
D Checking 681.68 Select Option v
H Savings 87.37 Select Option v
HO Savings 5.03 Select Option -
N Savings 20.24 Select Option v
A Rep Savings 80.33 Select Option -

Loan Accounts View5 | 10 | 20 | 50| 100 | ALL
Account (Click for Details) Balance Status Options
IL Unsec 0001 2,540.83 Select Option b
QDP 0001 62.428 Select Option v
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Note: All available fields are displayed here. Fields enabled for the user will depend on the user's access.

FIELD DESCRIPTIONS
e Account: A list of Online Banking accounts.
e Balance: This is the account’s current balance.
e  Status: The status of the account - New, Dormant, Closed or Past Due. (if applicable)
e View: Change the number of accounts displayed per page. Select a default display sefting under User Options >
Display Seftings.
e Customer Summary Information: This summarizes the total dollar amount in your deposit accounts as well as any

loan accounts.

e Reset Counter: Click the Reset Counter link in the Customer Summary Information section fo reset the access
counter, which keeps track of logins.

ACCOUNT OPTIONS

Deposit Accounts View5 | 10| 20 | 50 | 100 | ALL

Account (Click for Details) Balance Status Optians

Checking Test 470 Select Option
Transactions
Download

Savings Test 530 Statements

Stop Payments
Transfers
Prior Day

Current Day

DROP DOWN MENU ACTIVITIES
e Transactions: View transactions posted to your account, view images and search for specific transactions.
e Download: Download statements in various formats. (PDF, TEXT, HTML)
e Statements: View text only version of your account statements. Statement history is available for up to 12 months.
e Stop Payments: Add or view stop payments for your account. Fees will apply.
e Transfers: Add, view, edit or delete accountto-account funds transfers. Transfers that have been set up by the bank
cannot be edited or deleted in Online Banking.
e Prior Day: Displays prior day information for the selected account. This information is updated nightly.

e Current Day: Displays current day information for the selected account. This information is updated throughout the
day.
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TRANSACTIONS

1) e = = X 4

Accounts Bill Pay Business Banking eDocument ons Mobile Banking
My Online Banking Account Summary Check Reorder Transactions Transfers Stop Payments Statements Remaote Deposit
A

Current Transactions Download Search

TRANSACTIONS SUB-MENU OPTIONS
e Current Transactions: View recent fransactions.
e Download: Download transactions to Personal or Commercial Financial Management software, as a text file or in
a spreadsheet.
e Search: Search for specific or date range fransactions that have posted to your account. Transactions are
accessible for 12 months.

View Transactions for: | R Checking - Current Balance: 0.31
Available Balance: 0.31

Date © Ref/Check No Description Debit Credit Balance
05/19/2017 View Image DDA DEBIT MEMO -15.00 0.31
05/16/2017 View Image DDA DEBIT MEMO -£0.00 15.31
05112017 ;_a;;r;;r;;go;;;;;f]chiff106095?039 05/11/17 ID #£-Y86740 TRACE 50,00 5531
05/10/2017 1713020003 Bill paid-INTERINSURANCE EXCHA -43.70 75.31
05/10/2017 1713020002 Bill paid-FOREMOST INSURANCE C -28.03 119.01

Note: Transactions can be sorted by clicking on the column header. Columns available for sorting are Date, Ref/Check

No., Debit and Credit.

FIELD DESCRIPTIONS

e Date: Date when the corresponding fransaction debited or credited the account.

e Ref/Check No.: Displays the check number for a clearing check. You may click on this number to view that check
image.

e Description: Displays a description of the fransaction.

e Debit/Credit: Displays the amount of the transaction. This will appear either in the credit or debit column.

e Current Balance: Current balance in account. Not including available overdraft protection funds.

e Available Balance: Balance available at the current time.

e View Range: Change the range of transactions displayed. Select a default display setfting under User Options >
Display Settings.
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TRANSFERS

w L =z =
Accounts Bill Pay Business Banking eDocuments
My Online Banking Account Summary Check Reorder

New Pending

History

X 1 4

User Options Mobile Banking

Transactions Stop Payments Statements

Transfers
"

Remote Deposit

TRANSFERS SUB-MENU OPTIONS
e New:

Savings.

e Pending: View, edit, and delete current day or scheduled transfers.

e History: View processed transfers.

ADD FUNDS TRANSFER

New Transfer @ Schedule  Review
* Indicates Required Field
# Transfer funds from Checking Test A Available Funds: $9.70
* Transfer funds to Select one... ¥
Payment options
* Transfer amount
#* Frequency One Time 4
# Transfer Date 05/08/2017 @
Transfer Memao (optional)
PROCEDURES

1. Transfer funds from: Enter the account that will be debited.

A

Transfer funds to: Enter the account that will be credited.

Payment options: Payment options are available if you are transferring to a loan account.
Transfer amount: Enter the dollar amount of the funds transfer.

Frequency: Enter how often the transfer will occur. (One-Time, Weekly, BiWeekly, Semi-Monthly and Monthly)

Finish

Process immediate or schedule new funds transfers, between your business accounts with Skowhegan

(Depending on the frequency selected, additional fields will display on the page - e.g. expiration date, day of

month, etc.).

6. Transfer date: Enter the date that the transfer should happen.
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7. Transfer memo: Enter a description for the funds transfer. This information displays with the transaction and on your
statement.

8. Click Submit.

Review and Confirm Funds Transfer. Once confirmed, a confirmation number is provided.

Note: Transfers requested after 7:00PM EST and on weekends and Holidays will be processed on the next business
day. These funds transferred may not be immediately available.

] [ b = X 4
Accounts Bill Pay Business Banking eDocuments User Options Mobile Banking
My Online Banking Account Summary Check Reorder Transactions Transfers Stop Payments Statements Remote Deposit
-
New Current

STOP PAYMENTS SUB-MENU OPTIONS
e New: Place a new Stop Payment on the selected account.

e Current: View a Stop Payment on the selected account.

ADD STOP PAYMENT

New Stop Payment @ Enter Review Finish

# Indicates Required Field
Add Stop Payments for Account: Checking Test b
Check Date | 05/0%/2017 23]
# Start Check Numnber
End Check Number (optional)
Amount (optional)
* Payee

Remarks (optional)
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PROCEDURES
1. Add Stop Payment for Account: Select the account, to which you want to add the Stop Payment.

2. Check Date: Select the date the check was issued.

3. Start Check Number: Enter the number of the check for which you are placing the stop.

4. End Check Number: Enter when placing on a range of checks.

5. Amount: Enter the dollar amount of the check.

6. Payee: Enter the name of the person or company to which you issued the check.

7. Remarks: Enter the remarks about the item or stop payment. {e.g. lost check, duplicate)

8. Click Submit and Confirm.

Q. Once confirmed, a summary page is provided. NOTE: You must contact Skowhegan Savings to revoke any Stop

Payments.
New Stop Payment Enter Review Finish
Add Stop Payment for Account: Accounts Payable
Check Date: 042308
Start Check Number: 100234
End Check Number: 0
Begin Amount: $500.00
End Amount: $0.00
Payee: John Q. Public
Remarks: Lost Check
STATEMENTS
a L = = X 4
Accounts Bill Pay Business Banking eDocuments User Opticns Mabile Banking
My Online Banking Account Summary Check Reorder Transactions Transfers Stop Payments Statements Remote Depaosit
Customer Support: (800) 303-9511

Monday - Friday: 8:00 AM - 5:00 PM EST
Saturday: 8:30 AM - 12:30 PM EST

View Statements for:| Checking Test  ~

View Statements @

Statement

Description: Select Format to View:
Date:
04/28/2017 This is your statement Select option... v
04/14/2017 This is your statement Select option... v

Statement History is available for one year and is available in three formats: PDF, Text and HTML.

PROCEDURES
1. Select an account from the View Statements from drop-down menu.

2. Use the drop-down menu next to a statement to choose the viewing format.
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BILL PAY

Please refer to the Bill Pay Quick Reference Guide.

BUSINESS BANKING

G [ x = X 4
Accounts Bill Pay Business Banking eDocuments User Options Mobile Banking
ACH Wires Users Reporting Uploaded File Status
| -
Batch List Uplead Tax Payment History Search

The Business Banking tab contains all active Online Business Banking functions.

o ACH

o Wires

e User Administration

e Reporting

e File Status (for uploaded files)

ACH

@ e e -] X ?
Accounts Bill Pay Business Banking eDocuments User Options Mobile Banking
ACH Wires Users Reporting Uploaded File Stawus
-
Batch List Upload Tax Payment History Search

ACH SUB-MENU OPTIONS
e Batch List: This list will contain the ACH batches you have entered or uploaded.
e Upload: Allows you to upload a NACHA formatted file. (National Automated Clearing House Association)
e History: Displays the last 7 days of transaction history by default. Settings may be changed to display 15 days or
30 days. Search for a specific fransaction by date or dollar amount.
e Search: This option also offers the ability to “search” for a transaction by a specific name, 1D, batch name and/or
dollar amount.
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BATCH LIST
This list will contain the ACH Batches you have entered or uploaded info Online Banking. Once they are processed they
will automatically move to your history.

a [ = = X ?

Accounts Bill Pay Business Banking eDocuments User Options Macbile Banking

ACH Wires Users Reporting Uploaded File Status

Upload Tax Payment History Search

ACH batches must be initiated by 3:00 p.m. on normal business days. Batches submitted after 3:00 p.m. will be received by the Bank on the next
business day.

ACH Batch List @ Total Batches 34 View 10 | 20 | 50 | 100

Create a new baich for: Select Company hd
Status Batch Name # Type  Company Process Date Debit Credit
Ready od 4710 PPD  TEST COMPANY $0.00 $1.00 Select option... v
Ready emc test PPD  TEST COMPANYZ $0.00 $1.00 Select option... v

FIELD DESCRIPTIONS
e Create a new batch for: Using the drop-down menu, select the company for which you want to create a new
ACH Batch.
e Status:
o Ready - The batch is ready to be edited, deleted or fransmitted to the bank for processing.
o Initiated - The batch has been initiated and sent to the bank for processing, but the bank has not yet
processed the batch.
o Processed - The bank has processed the batch. Following the bank’s End of Day processing, the batch will
refurn to a Ready status.
o Uploaded - The batch has been uploaded from 3rd party software. Batches can be initiated while in
uploaded status.
e Batch Name: Each batch should have a unique name. This can be generic (Payroll) or specific (033106 Payroll).
e Type: Thisis the class code for the ACH Bafch.
e Company: This is the company for which the batch has been established.
e Process Date: The date the ACH is processed.
e Debit: This is the total of all debit transactions for the batch. To initiate a batch, debits and credits must be equal in
dollar amounts. If the dollar amounts are not in balance, it will display the information in red.
e Credit: This is the total of all credit transactions for the batch. To initiate a batch debits and credits must be equal

in dollar amounts. If the dollar amounts are not in balance, it will display the information in red.
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e Initiate Selected: To initiate more than one batch at a time, select the check box to the left of the desired batches
and click Initiate Selected.

BATCH LIST DROP DOWN MENU OPTIONS

ACH Batch List e Total Batches 34 View 10 | 20 | 50 | 100

Create a new batch for: Select Company A

Status Batch Name » Type  Company Process Date Debit Credit

Ready cd 4/10 PPD  TEST COMPANY $0.00 $1.00
View
Download

Ready emctest PPD  TEST COMPANY2 $0.00 $1.00 Edit
Quick Edit
Copy

Ready max CCD  TEST COMPANY $1.00 $0.00 Delete

e View: List of transactions within batch.

e Download: Export batch to PDF or NACHA file format.

e Edit: Change or add transactions to the batch.

e Quick Edit: Change transaction dollar amounts, place hold on specific transactions. This option is commonly used
when editing a payroll batch, where only the amount of the fransaction changes.

e Copy: Creates an exact duplicate of the selected batch.

o Delete: Remove batch from the system. If the batch is in initiated status, it will also delete batch from Financial
Institution.

e Initiate: Send batch information to Financial Institution for processing. Initiate only displays as an option if the batch
is in balance.

CREATE AN ACH BATCH
1. Select the Company for which the batch is being created.

2. Complete batch header information and click Submit.

ACH Batch List @ Total Batches 34 View 10 | 20 | 50 | 100

Create a new batch for:

TEST COMPANY2

Status Batch Name ¢ Ty COTTIETTY Process Date Debit Credit

Ready od 410 PPD  TEST COMPANY $0.00 $1.00 Select option... v
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New Batch @

Batch Name * SEC Code * PPD - PREARRANGED FYMT/DEPQSITS
Company  TEST COMPANY Companyld *| 1001020222
Discretionary Data Entry Description *

Restrict Batch [

Conee!

e Batch Name: Enter a unique name for this batch, which can be generic (Payroll) or specific (Payroll 031504).
e SEC Code: Choose the correct SEC Category Code for the batch. {Securities and Exchange Commission)

] ompany: Company selected in the previous screen will be prertillea. Inis name, along with the Entry Description,
Company: Company selected in the p Il be prefilled. Th long with the Entry Descrip

will be transmitted with the transaction.
e Company ID: Prefilled Company ID number of the selected company.

e Discretfionary Data: Enter description of the batch. (Optional

e FEniry Description: Enfer description of batch, which along with the Company Name, will transmit with the

fransaction.

e Restrict Batch: Check this box and only those users with restricted permissions may access this batch.

e Click Submit.

3. Enter ACH Transactions and click Submit.

Add Transaction @

Transaction Information:

Name * Addenda Type 00-No Addenda Information
ID Number Addenda
Amount * 0 0o
Prenote L]

Creates a separate £0 record of this entry.

Receiving Financial Institution Information:

Routing * Search for ABA # Account Type Checking

Account Number * Transaction Type O Debit @ Credit

Status @ Active O Hold

Quick Add Add Multiple Cancel
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ADD INDIVIDUAL TRANSACTIONS (OrrioN 1)

Name: Enter the name of the person or company you are going to credit or debit.

Addenda Type: This information is prefilled automatically with information created from the batch header.

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. (optional)

Addenda: Enter additional information. (optional)

Amount: Enter the amount of the 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 to verify account details. (Only dates available will display. See ACH Agreement
for other effective and submission date guidelines.]

Routing: Enter the routing number for the fransaction or use the search feature to look up the ABA number.
Account Number: Enter the account number to which you will be sending the transaction.

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 or Debit.

Status: You can hold a transaction if you want the transaction to be part of the batch, but you do not want it to be
transmitted with this batch.

Quick Add: Click to enter another fransaction.

Add Multiple: A quick way to create multiple fransactions at one fime.

Submit: Click when all fransactions have been entered.

Click Submit.

ADD MULTIPLE TRANSACTIONS (OrrioN 2)

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

Add Transaction e

Transaction Information:

Name * Addenda Type 00-No Addenda Information v
ID Number Addenda
Amount * 0 00
Prenate [

Creates a separate £0 record of this entry.

Receiving Financial Institution Infermation:

Routing * Search for ABA # Account Type Checking v

Account Number * Transaction Type (O Debiz @ Credic

Status @ Active O Hold

Quick Add Add Multiple Cancel
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Multi-Transaction Entry / Test05

Brenote [ Creates a separate $0 record for each entry

Routing # Account # Chk Sav Amount DRCR

e Name: Enfer the name of the person or company you are going fo credit or debit.

e 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. (optional)

e Routing #: Enter the routing number for the transaction.

e Account #: Enfer the account number to which you will be crediting/debiting the transaction from.

e Account Type: Select either checking (chk) or savings (sav) account type.

e Amount: Enter the amount of the transaction.

e Transaction Type: Choose whether the transaction is a Credit (CR) or Debit (DR).

e Prenote: Select this option to have the system automatically create a separate $O prenote batch, which can be
initiated prior to the actual batch to verify account details. (See ACH Agreement for other effective and submission
date guidelines.]

e  Click Submit to complete the batch.

INITIATE BATCH

ACH batches must be initiated by 2:00 p.m. on normal business days. Batches submitted after 3:00 p.m. will be received by the Bank on the next
business day.

Initiate Batch @ View 10 | 20 | 50 | 100 | All | Search
Batch Name 55B Test SEC Code CCD
Company TEST COMPANY Company Id 1001020222
Discretionary Data Entry Description .SSB Test

Restrict Batch I:‘

Name ID Number Account Routing Amount CR/DR Held
Skowhegan Savings 49727 211274476 $1.50 CR
558 90011630 211274476 $1.50 DR

Total Debits $1.50  Total Credits $1.50

Select Effective Date Select Date -

Reset amounts to $0.00 after processing batch  []

cancel m
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PROCEDURES

1.

Select Initiate from the drop down menu of the appropriate batch in the Batch List. Initiate will only be available if
the batch is in balance. To initiate more than one batch at a time, select the check box to the left of the batches
and click Initiate Selected.

Select Effective Date from the drop down box. (Only dates available will display. See ACH Agreement for other
effective and submission date guidelines.]

Click Reset amounts to $0.00 after processing batch box, if you desire to save the batch for future use.

Click Initiate to complete. Once completed a confirmation number is provided and the batch status changes to

"Initiated".

Note: Once you have initiated a batch, there is NO edit feature. If changes need to be made, you may Uninitiate (drop

down menu) a batch, as long as the status has not updated to Processed. This will reset the the batch to a ready status and

you may then make changes. After changes are complete you may initiate the batch.

ACH UPLOAD, HISTORY AND SEARCH

(1) =7 x = X ?
Accounts Bill Pay Business Banking eDocuments User Opticns Maohbile Banking
ACH Wires Users Reporting Uploaded File Status
-
Batch List Upload Tax Payment History Search

ACH SUB-MENU OPTIONS

Upload: Allows User to upload a NACHA file info Online Banking. File must have an ACH extension.

Initiate: Once file is uploaded, return to the Batch List to initiate.

Upload ACH File

Enter the name of the file you wish to upload (some browsers will provide a
Brewse button to help you find the file). Click the Upload bumon. If you are
consistently having trouble uploading your ACH file, you may want to try another
uploading method by dicking here .

| _Bowse.. | Upload

NOTE: Maximum upload file size is 5 MB.

History: Displays ACH batches that have been initiated by the customer and processed by the financial institution.
Clicking View displays the transactions within the batch.
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G & ¢ = X ?

Accounts Bill Pay Business Banking eDocuments User Opticns Meobile Banking

ACH Wires Users Reporting Uploaded File Status
s

Batch List Upload Tax Payment

e Search: Search and display transactions within all batches that match the search criteria. User can then edit/delete

the transactions if needed.

Search Records @

Name

ID Number
Batch
Amount

Prenote []

Held []

WIRES

A ] x = X ]
Accounts Bill Pay ess Banking eDocuments User Qptions Mobile Banking
ACH Wires Users Reporting Uploaded File Status
—_—
Transmit Wires Edit/Add History

WIRE LIST

Transmit Wires List @

Sequence Status Amount Rep Account Number Receiving Fl

5 Pending $1.00 No - Skowhegan Savings Transmit
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FIELD DESCRIPTIONS

e Status: Shows what sfate of the wire.
o Pending - The wire can be edited, deleted or initiated.
o Initiated - Business Banking User has sent the wire to Financial Institution.
o Processed - Skowhegan Savings has taken the option to process wire.

e Ready - Wire needs dollar amount added fo initiate.

e Amount: The dollar amount of the wire.

e Rep: Indicates whether or not this is coded as a Repetitive Wire.

e Account Number: Account number for the receiving account.

e Receiving Fl: Name of the Financial Institution receiving the wire.

e Transmit: This will fransmit the wire to the Bank for processing.

CREATE A NEW WIRE

Transmit Wires Ediv/Add History

Customer Support: (800) 303-9511

Monday - Friday: 8:00 AM - 5:00 PM EST
Saturday: 830 AM - 12:30 PM EST

Edit/Add Wires List @ View Range: 10 | 20 | 50 | 100

View wires for | Checking Test v Add Wire

PROCEDURES
1. Click Edit/Add.
2. Select the debit account from the drop

Define New Wire For Checking Test @

Cradit Account Information

Credic Aczount Number

down menu. S
3. Click the Add Wire button. ko

4. Enter the new wire details.

Receiving Bank Information
Receiving Bank ABA Number Search for ABA Number
Receiving Bank Name

Receiving Bank Address

ABA Lookup - Wires

ABA Number | |

Wirs Information

Ramarks

Bank Name

Short Name

City

Repeteve s Cose: [

Amoure | $0.00
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e Credit Account Number: The account that will receive the wired funds.

e  Credit Account Name: The name on the account receiving the wired funds. This will need to match exactly.

e Credit Account Address: The address of the Credit Account.

e Receiving Bank Information: Enter the details of the Financial Institution where the Credit Account is held. Use the
Search for ABA Number feature to search for the Credit Financial Institution. Selecting an ABA from the Search for
ABA Number option will populate all Receiving Bank Information fields.

e Wire Information/Remarks: Enter information regarding the Wire Transfer. Comments can include processing
instructions, invoice numbers, or other text/numeric data. (optional)

e Repetitive Wire/Code: If the wire transfer should be saved as a template, click the checkbox for Repetitive Wire
and assign a repetitive wire code (up to 6 characters). Wires that are not designated as Repetitive, the template,
will automatically be removed from the system once transmitted and processed.

e Amount: Enfer the amount of the wire transfer.

e Submit: Click Submit to complete the wire transfer entry. You must still transmit the wire for it to be processed.

TRANSMIT A WIRE TRANSFER

PROCEDURES
1. Click the Transmit link to the right.

Transmit Wires List 2] View Range: 10 | 20 | 50 | 100 | All

Sequence Status Amount Rep Account Number Receiving FI

5 Pending $1.00 No 49727 - Skowhegan Savings Transmit

2. Enter your Wire Password and click Transmit. Wire password is unique to each user.

Transmit Wire Transfer From Checking Test (Non-Repetitive) (]

Credit Account Information
Account #/Type
Name

Address

Receiving Bank Information
ABA Number 211274476
Name Skowhegan Savings

Address N/A

Wire Information
Repetitive Wire This is set up as  one-time wire
Amount $1.00

Remarks:

Wire Password

Cancel

Note: Transmitted wires display on the Transmit Wires page in an Initiated Status.
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HISTORY

This option displays wires that have been transmitted by the customer.

Wire History for 04/25/2017 to 05/10/2017

View Range: 7 Days | 15 Days | 30 Days

Wire Activity for: | Checking Test

Wire Name: Transmitted: Amount; Rep Code:

Receiving Account Number: Receiving Fl: OMAD:

USERS

= X ?

eDocuments

User Options Mobile Banking
ACH Wires Reporting Uploaded File Status

User List New User

a L 3
Accounts Bill Pay Business Banking

USERS SUB-MENU OPTIONS
e User list: View the current users.

e New User: Add a new user.

USER LIST

Cash User Listing

User Name

User ID Status
Accounting Test

Accounting

MNew Select option... v

FIELD DESCRIPTIONS

e User Name: The name of the Business Banking User.
L

Online Banking ID: The Business Banking ID assigned to the user.
e Status: Shows the status of the user.

o New - A new user has been set up, but they have not yet logged in as a user. (if a User is listed as New
there will be an option to Resend a Verification email. This will send a new email with login instructions for
that user - which is valid for 7 days.

o

Active - A user has been set up and is actively logging in.

Held - A user’s permissions have been held and they will not be able to login at this time.
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CREATE A NEW USER

PROCEDURES
1. Click New User.
2. Complete User Settings and click Submit.

] (=] = = x r

Accounts Bill Pay Business Banking eDocuments User Options Mobile Banking

ACH Wires Uszers Reporting Uploaded RAle Status

User List

= Danctas razuiras ez

* User Narme

= Crmail Address

Administration | No .

Wire Password

View Position/Activily Repart

Hold user [
Access Times  Begin Time (hmm &M/FM] End Tirne gr-mm AM7EM)
Menday [ AnDay
Tuesttay O AnDay
Wesnesday [ AnDay
Thursday O AnDay
Frittay [ Anay
Saturday O Anay
Sunday [ Anbay
Al imes are
O coable Remate Deposit Azcess Tar this User
ACH Limit Wire Lirmit 00
Transler Limit
[ Display / Dawnlaad ACH O wark with AcH 0O impart Transacson
O Fun acH conral O uploss ack O Updste Transaction
O witiste acH O pesere acH O Restricren Baten Access

O initiste Same Day ACH

ot m

e User Name: Name of Business Banking User.
e  E-mail Address: User's email address. May only be modified by full administrator.
e Administration: Indicates what permissions a User will have regarding settings and other users.
o No - User cannot create/edit Users or change settings.
o Yes - Full administrative rights.  Can create/edit users and change seftings (alias, password, email and

account seftings.)
o Partial - Can change Online Banking settings (alias, password, email and account settings) but cannot

create/edit users.
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2.
3.

View - View-only authority. User cannot change any settings or users.

Wire Password: 4-digit number needed fo fransmit a wire transfer to bank.

View Position/Activity Report: Download and print prior day activity.

Hold User: |If selected, user will not be able to log in. If user exceeds maximum login attempts, this box becomes
checked. Uncheck the box and click Submit to unlock the user.

Access Times: Establish time frames and days of the week that User can login.

ACH Limit: Maximum amount User can initiate per day.

Wire Limit: Maximum amount User can transmit per wire.

Transfer Limit: Maximum amount User can transfer between accounts per fransfer.

Display/Download ACH: View batch details and download batch to PDF or NACHA format.

Full ACH Control: Allows user to take multiple actions within the same batch without requiring action from a
second Business Banking User.

Initiate ACH: Send batch to Skowhegan Savings for processing.

Edit ACH: Edit an ACH batch.

Upload ACH: Upload NACHA files into Online Banking ACH.

Delete ACH: Remove ACH batch from system.

Import Transaction: Upload fransaction file into system (CSV, Fixed Position, Tab Delimited and NACHA).
Update Transaction: Upload transaction file into ACH. Will change dollar amount only for matching transactions.
Will not create new transactions.

Restricted Batch Access: User can view and work with restricted batches.

Select the default options to which the Cash User will have access. Options with a shaded box cannot be
selected. Options allowed at the Online Banking ID level will be checked by default.
Select the accounts to which the Cash User will have access fo view.

Click Submit.

Note: Default options selected will be applied to all accounts, granted access to. Permissions by individual account may be

changed through the account settings drop down option after User setup is complete.

Cash User Setting H

User: pink

[ Transaction Inquiry [T Define Non-Rep Wires [T Upload Positive Pay
¥ Statement Inquiry [T Edit Non-Rep Wires [ Work Positive Pay Items
[ Current Day Balance [T Define Rep Wires
[ Prior Day Balance [T Edit Rep Wires
¥ Stop Inquiry [T Transmit Wires
¥ Stop Additions [~ Full Wire Control [¥ Transfers
[ Bill Pay ¥  View Rates [T Order Checks
" Passport I ES
@
" Select All
[~ INTEGRIT 0002 [T INT SVGS 0002 [~ INTEGRIT 0001
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e Transaction Inquiry: View list of fransactions.

e Statement Inquiry: View available account statements.

e Current Day Balance: View current balance and activity tofals.

e Prior Day Balance: View balance and activity totals as of previous business day.

e Stop Inquiry: View information on existing stop payments.

e Stop Additions: Enfer new stop payments.

o Bill Pay: Access bill pay module.

e Passport: With permissions a 'User' may view, actfivate, reorder or cancel an ATM /Debit Card assigned to the
business.

e Define Non-Rep Wires: Create new single wire transfers.

e Edit Non-Rep Wires: Modify/delete single wire transfers.

o Define Rep Wires: Create wire templates.

e Edit Rep Wires: Modify/delete wire templates.

e Transmit Wires: Initiate wire to Skowhegan Savings for processing.

e Full Wire Control: Dual confrol for wires. Allows User to take multiple actions within a wire without requiring
action from a second User.

e View Rates: View Financial Institution’s inferest rates.

e ES: View Electronic Statements

e Transfers: Transfer funds between accounts.

e Select Accounts: Choose accounts that User will have access to.

REPORTING

e R [

Bill Pay L ELLREEL L T eDocuments.

(1 |
Accounts

£t

User Options

Mobile éanking
Reporting

Position

Prior Day Current Day

REPORTING SUB-MENU

e Prior Day: Displays balance information, float information and activity totals for previous business day.
e Current Day: Displays balance and activity fotals for current business day.

e Position: Allows you to download activity.
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UPLOADED FILE STATUS

File status tab displays all files that have been uploaded into the system and the status of the upload. This option shows
ACH files. The files are displayed for 7 days.

File Upload Status

e

File Name Format

Type Related Account Upload Date v Status

Refresh List

USER OPTIONS

Manage email addresses, passwords, account settings, display settings, alerts, ATM /Debit card and Mobile Banking.

w - ] = t
Accounts Bill Pay Business Banking eDocuments Mobile Banking
Personal Account Display Alerts ATM/Debit Card Meobile Banking
A

Modify Personal Settings (]

Company Email Address: customerservice@skowhegansavings.com
Change Company Email Address:
Confirm Company Email Addrass:
Current Email Address: dnadeau@skowhegansavings.com
Change Email Address:
Reenter New Email Address:

Perzonal Warermark:
NOTE: Ciick an Watermark {o change.

Online Banking Wire Password:

Enter Current

Enter Mew

Entar New Agsin

Single Sign On D Debbis

Enter New

Single Sign On Password:

Enter Current

Enter New

Enter New Again
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PERSONAL

FIELD DESCRIPTIONS
e Company E-mail Address: The current email address on file for the Online Banking Company.
e Change Company Address: Assign a new e-mail address for the Online Banking Company.
e Confirm Company Address: Re-enter new email address.
e  Current E-mail Address: The current e-mail address on file for the Online Banking ID.
e Change E-mail Address: Assign a new e-mail address for the Online Banking ID.
e Re-enter E-mail Address: Re-enter new email address.
e Personal Watermark: Your selected personal image. Click on the image fo change.
e Business Banking Wire Password: Complete all fields to change your wire password.
e Single Sign On - ID: Complete all fields to change your Single Sign On ID.
e Single Sign On - Password: Complete dll fields to change your Single Sign On password.

ACCOUNT

Deposit Accounts .

Select an Account Type Deposit Accounts

Drag and drop the account to rearrange the display order. See keyboard
instructions

Account Pseudo Names Mew Account Pseudo Names

| o | Cnecking Tes

| o | Savings Test

FIELD DESCRIPTIONS
e Account Pseudo Names: Current pseudo name for account.
¢ New Account Pseudo Names: Edit the display names for your accounts. For security reasons, please do not
name the accounts your account number. Pseudo names cannot contain special characters. To re-adjust the

arrangement of how accounts are listed, you may click on the account to drag and drop it in a new order.

Note: Only Full or Partial Users will have access to this option.
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DISPLAY

Select your preferred viewing option for the listed categories.

Establish Display Defaults @

Accounts Q5 @ 10 O20 Os0 Qoo Oal
Transactions QO Since Last Statement O Last 7 days Q Last 12 days ® Last30 days QO an O search Histary
Bill Pay History QO an History O Last 7 days @] Last 15 days ® Last 30 days O Search History

ACHBatches O 10 O 20 ® 50 O 100
ACH Transactions O O20 ®s0 O 100
WireTransfers O 10 O 20 ® 50 O 100
Wires-tditAdd O 1p O 20 ® 50 O 100
Transfer Histary o] Last 7 days O Last15 days @® Last30 days O Search History
ACH History o] Last 7 days @ Last15 days O Last30 days QO Search History
Wires History o] Last 7 days ® Last15 days O Last30 days O Search History
Download Lines O Oneline ® Twolines O Threelines O AllLines
Transfer Confirmation @ ves O No
Current Event Alerts @ Edit Event Alerts
‘When the following Occurs: Alert Me:
There are currently no Event Alerts set up.
Current Balance Alerts @ Add Balance Alerts
‘When Balance In: Goes: Amount: Alert Me:
Checking Test Above $0.01 With an Email Edit Delete
Current Item Alerts @ Add Iltem Alert
‘When An [tem clears: Account: Alert Me:
There are currently no Item Alerts set up.
Current Personal Alerts @ Add Personal Alert
On the Following date: Remind me of: Alert Me:

There are currently no Personal Alerts set up.

FIELD DESCRIPTIONS
e Current Event Alert: Add alerts regarding incoming/outgoing ACH or Wires, Bill Payment paid items, Insufficient
Funds and more. These events will remain active until edited by the user.

e Current Balance Alert: Receive alerts when designated account balances are above or below amounts.
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e Current ltem Alert: Add alerts to notify you of a parficular check clearing your account. These alerts will
automatically delete when the activity occurs.
e Current Personal Alerts: Add alerts to notify you on a selected date. These alerts will automatically delete after the

alert has occurred.

Note: Alerts can be set up to notify you at login or by email.

ATM/DEBIT CARD

With permissions a user may view, activate, reorder or cancel an ATM /Debit Card assigned to the business.

MOBILE BANKING

Please call Customer Service at 800.303.9511 or visit our website SkowheganSavings.com for more details.
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NOTES
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NOTES
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