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Login Process

Company Login

Enter the ID assigned by the bank or company administrator in the ID field and the last four digits of the
company’s Federal Tax ID number in the Password field. All users in your company share this ID and Password.
Be sure to safely and appropriately communicate it between your users.

Initial Sign On (for Company)

PSB NetTeller ID |

PSB MetTeller Password Forgot Password?

tically complete any login for vou and may allow people at your computer to use vour logi
elp” section, or contact their Customer Support, to see if this option is available and how

PROCEDURES

Type the appropriate ID in the ID field, then click in or tab to the Password field.
Type the appropriate Password in the Password field

Click Login.

FORGOT PASSWORD

To use this feature you must have entered an email address, Personal Question and Personal Question answer in
the NetTeller Settings page. Click on the link if your password becomes locked and follow the instructions to
reset your password.



The first time you sign on, or when your password has expired, you will be required to change your password for
security reasons. All users in your company share this initial ID & Password. Be sure to safely and appropriately
communicate it between your users.

Your CURRENT NetTeller Password will be the password that you entered on the previous screen.
If you currently had your password reset, your CURRENT password will be the password that it was reset to.

Information Message: Password Change Required. |

Security Settings

To safeguard access to your financial information,
please select a new PIN for future access.

Change your PSB NetTeller Password (required):

Enter your current Password: |

NOTE: Password must be between 8 and 25
characters. Alpha-Numeric: Numbers and
Reenter your new Password: letters only are required.

Enter your new Password:

PROCEDURE

Type the appropriate password in the current password field, then click or tab to the next field.
Type the new company password of your choice, then click or tab to the next field.
Re-enter the exact company password that you entered in the previous field.

Click Continue.

Cash User Login

Enter the Cash User ID and Password assigned by the bank or company administrator. This ID is unique to you.

Cash User Login

Cash Management ID

Cash Management Password

PROCEDURE

Type the appropriate User Name in the Cash Management ID field, then click in or tab to the Password field.

Type the appropriate Password in the Cash Management Password field.



Click Login.
Cash Management User Single SignOn
Upon initial login, and Cash User password change, you will be prompted to enter a new, unique Single Sign On

ID and Password. This ID and Password will be used as the signon information on all subsequent logins. Each
time you log in you will enter this information in the ID and Password fields versus the login for the company.

Please setup your NEW Single Signon ID and Password. From now on, you will use this ID and Password to log into your Online Banking.

Information Message: Your new Cash Management Password has been activated. |

Single Sign On

To access your accounts, please establish a Single Sign On ID and Password.

Create your Single Sign On ID (required):

NOTE: 550 ID must contain at least one letter, and may
Create your Single Sign On ID: | contain numbers and these special characters: + _ % @ | %
& * ~. The ID must be between 4 and 12 characters.

. . . NOTE: Password must be between & and 25 characters.
Enter your new Single Sign On Password: Alpha-Numeric: Numbers and letters only are required.
Reenter your new Single Sign On

Password:

Procedures

Type a new ID to use as your Single Sign On ID, then click or tab to the next field.
Type the new Single Sign On password of your choice, then click or tab to the next field.
Re-enter the exact Single Sign On password that you entered in the previous field.

Click Login.



Navigation

Accounts

All available modules are displayed here. Modules enabled for you will depend on your user access.

Options for each module are located within the tab for that module. Click the tab to access the available options
for each online banking module.

Module DESCRIPTIONS

Main: Access accounts and account activities, view interest rates, and order checks.
Bill Payment: Establish payees, schedule and review bill payments and bill payment history.
Cash Manager: Access the ACH, Wire, and ARP modules, User administration, and Reporting.

Options: Change PIN/Password information, email address, Account settings, default Display options, and
establish Alerts.



Account Listing Page

Deposit Accounts H View 5| 10 | 20 | 50 | 100 | ALL
Checking Acct 1 $28.57 Select Option [=]
Checking Acct 2 $22.93 Select Option [=]

Customer Summary Information

2 Deposit accounts with a total balance of $51.50

You last accessed your PSB NetTeller account on Tuesday, March 13, 2012 1:07:01 PM Central Time
You have accessed PSE NetTeller 1717 time(s) since Thursday, July 28, 2005 1:42:00 PM Central Time Reset this counter

Accounts are separated into three categories: Deposit, Loan, and Other. You will only see categories and
accounts to which you have been given access.

FIELD DESCRIPTIONS

Balance: This is the account’s <available or ledger> balance.
Status: The status of the account — New, Dormant or Closed.

Customer Summary Information: This summarizes the total dollar amount in your deposit accounts as well as
any loan accounts.

Reset Counter: Click the Reset Counter link in the Customer Summary Information section to reset the access
counter.

View: Change the number of accounts displayed per page. Select a default display setting under Options >
Display Settings.



Account Activity Options

Deposit Accounts E View S | 10| 20| 50 | 100 | ALL
Checking Acct 1 $28.57 Select Option [=
Checking Acct 2 $22.93 Select Option
Transactions
Download
Customer Summary Information Statements
Stop Payments
2 Deposit accounts with a total balance of $51.50 Transfers
Prior Day
Current Day

All available fields are displayed here. Fields enabled for you will depend on your user access.

Drop-Down Menu Activities

Transactions: View transactions posted to your account, view images, and search for specific transactions.
Download: Download transaction history in different formats (Microsoft Money, Spreadsheet, etc.)
Statements: View your account statements. Statement history is available for up to <x> months.

Stop Payments: Add or view stop payments for your account.

Transfers: Add, view, edit or delete account-to-account funds transfers. Transfers that have been set up by the
bank cannot be edited or deleted.

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

Prior Day: Displays prior day information for the selected account. This information is updated nightly.



Transactions

Accounts
Accounts #Transactions Transfers Stop Payments Statements Account Info
»Current Transactions  Dovnload Search

Transactions SuMenu Navigation Options

Current Transactions: View recent transactions.

Download: Download transactions in to Personal or Commercial Financial Management software, or as a text
file or spreadsheet.

Search: Search for specific transactions that have posted to your account.

CEOEEUEETErE E View Range: Since Last Statement | 7 Davys | 15 Days | 30 Davs | All

03/13/2012 Internet Debit (%£5.00) $23.57
Totals (this page): Transactions: 1 Debits: ($5.00) Credits: $0.00

Transactions can be sorted by clicking on the column header. Columns available for sorting are Date, Ref/Check
No., Debit, and Credit.



Transfers

Accounts
Accounts Transactions »Transfers Stop Payments
»MNew Transfer Pending Transfers History

Transfers SuiMenu Navigation Options

New: Schedule new funds transfers.
Pending: View, Edit, and Delete scheduled transfers.
History: View processed transfers.

Transfer Funds Schedule Review Finish

* Denotes required field

*Transfer funds from: Checking Acct 2 = Available Funds: $27.93

* Transfer funds to: Checking Acct 1 ~
Payment options: None

* Transfer amount: 5 .00

* Frequency: One Time hd

=Transfer Date: 03/13/2012 =

Transfer memo:

Procedureg Add Funds Transfer

Enter transfer information.
Transfers funds from: Account that will be debited for the funds transfer.
Transfer funds to: The account that will be credited.
Payment Options: Payment options are available if you are transferring to a loan account.
Transfer Amount: The dollar amount of the funds transfer.

Frequency: How often the transfer will occur. Options include One-Time, Weekly, Bi-Weekly, Semi-
Monthly and Monthly. (Depending on the frequency selected, additional fields will display on the page —
e.g. expiration date, day of month, etc.).



Transfer Date: Enter the date that the transfer should happen.

Transfer Memo: Enter any descriptive information for the funds transfer. This information displays
with the transaction and on your statement.

Review the Funds Transfer information and click Edit to change the information, or click Confirm to complete
the transfer.

Transfer Confirmation Schedule Review Finish

Transfer funds from: Checking Acct 2

Transfer funds to: Checking Acct 1

Payment options: No payment type applicable.
Amount to transfer:  5.00

Frequency: One Time
Scheduled Date: 03/13/2012
Memo:

== @ e

After confirmation a transfer summary and confirmation number display. Retain this information for your
records. Click Add Another Transfer to enter another transfer of funds, or click Pending in the navigation menu
to review any scheduled transfers.

Transfer Confirmation Schedule Review Finish
- ]

Current date: March 13, 2012 Current time: 01:24:46 PM

Transfer from account: Checking Acct 2

Transfer toc account: Checking Acct 1

Transfer amount: $5.00

Transfer date: March 13, 2012

Transfer descripticn: Internet banking transfer

dked ke ke kot ke ke Rk ke
CONFIRMATION NUMBER

Please retain this number for your reference
dkdkkkkkhkkk ke kkkkkkkk ke k kR kkkkkkk

Add Another Transfer




Stop Payments

Accounts
Accounts Transactions Transfers #5top Payments Statements

Enter New Stop Payment #Current Stop Payments
Peoples State Bank  Online Support: (800) 897-749%  Customer Service: (855) 322-2554  Main Office: (318) 256-2071

View Issued Stop Payments for: Checking Acct 2 -

Issued Stop Payments
Checking Acct 2 1000 £1.00 John Doe View
Checking Acct 2 2000 £1.00 John Doe View

Stop Payment SuMenu Navigation Options

New: Place a new Stop Payment on the select account

Current: View Stop Payment placed on the selected account.

Important: You may submit online stop payment orders for check payments only. Electronic stop payment
orders must be completed at a Peoples State Bank branch location. Please contact our Customer Service
team toll-free at (855) 322-2554 for more information.

New Stop Payment Enter Review Finish

Note: * Reguired Field

Add Stop Payments for Account: Checking Acct 2~
= Check Date: 03/13/2012 [E=

= start Check Number:

End Check Number:

= Begin Amount: %
End Amount: %
* Payee:
Remarks:

=3 =

10



PROCEDURE Add a Stop Payment

Enter Stop Payment information
Add Stop Payment for Account: Select the account to which the Stop Payment is for.
Check Date: Enter the date the check was issued.
Check Number: Enter the number of the check for which you are placing the stop.
Amount: Enter the dollar amount of the check.
Payee: Enter the name of the person or company to which you issued the check.

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

Click Submit to review the Stop Payment information.

Review the Stop Payment information. Click Edit to change the information, or Confirm to complete the setup
of the Stop Payment.

New Stop Payment Enter Review Finish
Checkin

Add Stop Payment for Account: Acct 2 g

Check Date: 02/13/2012

Check Number: 3000

Amount: £2.00

Payee: John Doe

Remark: Lost in mail

Follow your bank’s procedures for verifying the Stop Payment. Click Add Another Stop to enter another Stop
Payment, or click Current in the navigation menu to review existing Stop Payments.

11



New Stop Payment Enter Review Finish
]

March 13, 2012 01:36 PM Central Time

Name: PEOPLES STATE BANK
PSE NetTeller ID: 721900000021

Cash Management I~ USER

Account Name: Checking Acct 2
Account Number: 0000000001607472
Check Date: 03/13/2012

Check Number: 3000

Amount: £2.00

Payee: John Doe

Remark: Lost in mail

Add Another Stop

*You must contact your bank to revoke any Stagments

12



Statements

Accounts
»Statements
Main Office: (318) 256-2071

Transactions Transfers

Online Support: (800) 397-7499

Accounts Stop Payments

Customer Service: (855) 322-2554

Peoples State Bank

View Statements for: Checking Acct 2 ~

View Statements

02/29/2012 Your statement is now ready. Please log in to PSB NetTeller. Select option...
01/31/2012 Your statement is now ready. Please log in to PSE NetTeller, Select option...
12/30/2011 Your statement is now ready. Please log in to PSB NetTeller. Select option...
11/30/2011 Your statement is now ready. Please log in to PSB NetTeller. Select option...
10/31/2011 Your statement is now ready. Please log in to PSB NetTeller. Select option...
09/30/2011 Your statement is now ready. Please log in to PSB NetTeller. Select option...
08/31/2011 Your statement is now ready. Please log in to PSE NetTeller, Select option...
07/29/2011 Your statement is now ready. Please log in to PSB NetTeller. Select option...
06/30/2011 Your statement is now ready. Please log in to PSB NetTeller. Select option...
05/31/2011 Your statement is now ready. Please log in to PSB NetTeller. Select option...
04/29/2011 Your statement is now ready. Please log in to PSB NetTeller. Select option...
03/31/2011 Your statement is now ready. Please log in to PSE NetTeller, Select option...
02/28/2011 Your statement is now ready. Please log in to PSB NetTeller. Select option...

i PDF
I Text
1 HTML

Statement History is available for 396 days. Statements are available in three formats:

Use the drop-down menu next to a statement to choose the viewing format. Select a different account from the
View Statements for drop-down menu to view a statement for another account.

Cash Management

Cash Management

»ACH Wire ARP Reporting File Status

The Cash Management tab contains all of the following:
0 ACH

0 Wires
0 ARP “Positive Pay”

13



(0]

(0]

Reporting

File Status (for uploaded files)

14



ACH

Create an ACH Batch

PROCEDUREManually Create an ACBatch

Step 1: Create New Batch. From the main ACH page, select the company for which the batch is being created
from the Create a new batch for drop-down menu.

Create a new ach file type for: |Select Company |~

ACH ACH File Type List ﬂ

[Tl Ready Billing PPD TEST COMPANY 2 $1.00 %£1.00 Select option... E|

[Tl Ready Drafts PPD TEST COMPANY 1 £1.00 %£1.00 Select option... E|

Ready PAYROLL PFD TEST COMPANY 1 5400.00 3500.00 Select option... El

[l Ready PNT-Drafts PPD TEST COMPANY 1 $0.00 $0.00 Select option...[~]

[[] Ready Refund PPD TEST COMPANY 1 $1.00 %£1.00 Select option... E|
Total $403.00 $503.00

Step 2: Batch Header. Enter batch header information.

New ACH File Type H
ACH File Type Name: PAYROLL-TEST SEC Code: PPD - PREARRANGED PYMTS/DEPOSIT El
Company: TEST COMPANY 1 Company Id: 123456789
Discretionary Data: TEST ACH Entry Description: TEST ACH
I Submit Cancel

Batch Name: Distinguishes batch for benefit of customer.

SEC Code: Type of ACH batch.

Company: Company for which batch is being created for. Pre-fills based on previous step.
Company ID: Tax ID for company.

Discretionary Data: Purpose of ACH batch for benefit of customer and financial institution.

Entry Description: Purpose of ACH batch that will display to recipient.

15



Step 3: Complete transaction information. Click Quick Add to enter next transaction, Add Multiple to key in
several transactions or Submit to return to list of current transactions.

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

Add ACH Record E
ACH Record Information:
Name Addenda Type 00-No Addenda Information E|
I Number Addenda
Amount* 0.00 Prenote [

* Amount cannot be £0, If the Prencte option is selected, a separate $0 Record of this entry is created,

Receiving Financial Institution Information:

Routing Search for ABA # Account Type Checking E|
Account Number Transaction Type ' Debit @ Credit
Status @ Active ) Hold

[nsavte | i | coce

Name: Recipient of transaction.
ID Number: Identification of recipient (employee number, etc.).
Amount: Dollar amount of transaction.

Prenote: Click this box to have system generate a separate prenote batch. Prenote batch will contain
all transactions in the batch marked as prenote.

Addenda Type: If adding addenda to transaction, select correct type.

Addenda: Key in addenda information if needed.

Routing: Key in receiving financial institution’s routing number. Search option is available.
Account Number: Key in recipient’s account number.

Account Type: Select type of receiving account.

Transaction Type: Select whether transaction is a credit or debit.

Status: Select Active to include transaction in batch or Hold to omit it from processing.

16



Step 3 (alternate): Add Multiple Records is a quick way to create transactions. It allows up to 15 records to be
added at a time.

Add ACH Record E

ACH Record Information:

Name Addenda Type |UD—N0 Addenda Information El
ID Number Addenda
Amount* 0.00 Prenote [

* Amount cannot be $0. If the Prenote option is selected, a separate £0 Record of this entry is created.

Receiving Financial Institution Information:

Routing Search for ABA # Account Type Checking [~ |
Account Number Transaction Type ) Debit @ Credit
Status @ active O Hold

Enter Credit/Debit Account, ABA, ID Number, Name, Amount and Checking or Savings designation.

Multi-ACH Record Entry / PAYROLL-TEST [IEMl [Iprencte =

1
5 n—
- —
A —
- —
o —
- —
. n—
n —
10 B
11 G
12 | ee
13 ee
14 | ee
15 - ee
* Amount cannot be $0. If the Prenote aption is selected, a separate $0 Record of this entry is created.

I Quick Add Submit Cancel

To add addenda information or use ABA lookup, first add the record here then use the Edit Transaction feature.

17




Upload an ACH Batch

PROCEDURES®ploading a NACHA File

Step 1: Select Upload.

Cash Management

=ACH Wire ARP Reporting File Status

»Batch List Upload Tax Payment Activity Search
Peoples State Ban Online Support: (800) 897-7499 Customer Service: (855) 322-2554  Main Office: (318) 256-2071

As outlined in the Cash Management System Services Agreement, ACH entries must be initiated before the 11:00 AM C5T
cut-off time in order to be processed on the current business day. In addition, ACH entries must be initiated two (2) business days prior
to the effective date of the entries. If you get an error that states the batch exceeds the daily exposure limit, this means you have exceeded
your company's ACH limit for the day.Please remember to submit your file totals through the Message Center after initiating.
As always, please contact (318) 256-1248 or (800) 897-7499 for Online Banking support and assistance.

Create a new ach file type for: [Select Company [+]

ACH ACH File Type List E Total Batches: 5 View 10 | 20 | 50 | 100
A

[[1 Ready Billing PPD TEST COMPANY 2 £1.00 $1.00 Select option...| =
[71 Ready Drafts PPD TEST COMPANY 1 $1.00 %1.00 Select option...| ™
Ready PAYROLL PPD TEST COMPANY 1 3400.00 £500.00 Select option...| =

[71 Ready PNT-Drafts PPD TEST COMPANY 1 £0.00 $0.00 Select option... |~
[[] Ready Refund PPD TEST COMPANY 1 £1.00 $1.00 Select option...| =

Total $403.00 £503.00

Step 2: Click Browse to locate the file. Using files with .txt file extension is recommended.

Upload ACH File H

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

File Name: | Browse.. INOTE: Maximum upload file size is 5 MB.

==

Step 3: Click Upload.

Step 4: You are directed to the File Status tab. The status of the file upload is displayed. Once in an Uploaded
status the batch appears on the batch listing page.

File Upload Status H View 5 | 10| 20| 50| 100 |

APSA_PPD_62111[1].txt NACHA ACH N/A 3/13/2012 2:03:33 PM Uploaded

18



Initiate an ACH Batch

PROCEDURE$itiate a Single ACH Batch

ACH COMPANIES THAT REQUIRE A BALANCED BATCH

Select Initiate from the drop-down menu on the batch listing page. Initiate is only available if the batch is in

balance.
ACH ACH File Type List E Total Batches: 5 view 10| 20 | 50 | 100
A
[[] Ready Billing PPD TEST COMPANY 2 £1.00 $1.00 Select option... | =
[l Ready Drafts PPD TEST COMPANY 1 $1.00 $1.00 3§i¢ option...
Ready PAYROLL PPD TEST COMPANY 1 $400.00 $500.00 Download
[l Ready PNT-Drafts PPD TEST COMPANY 1 $0.00 $0.00 Edit
[l Ready Refund PPD TEST COMPANY 1 $1.00 $1.00 gg';: Edit
Total $403.00 $503.00 TereTE

I I ate Selected

Select the effective date from the drop down-menu (only dates available for selection display.)

Initiate ACH File Type kd Total Transactions: 3 View 10 | 20 | 50 | 100 | All | Search
ACH File Type Name: Drafts SEC Code: PPD
Company: TEST COMPANY 1 Company Id: 123456789
Discretionary Data: TEST ACH Entry Description: TEST ACH
lohn 123 18044646 111102842 $1.00 DR
Water Draft 18044646 111102842 %1.00 CR
Alice Adams AB549 125486 082901855 $1.00 CR ¥

Total Debits: $1.00 Total Credits: £1.00

e ——

Thursday, March 15, 2012 [3)]
Bssing batch: [

Select Effective Date:

Cancel

I Initiate

19



PROCEDURE®uick Initiate

Allows for multiple batches to be initiated at the same time.

ACH COMPANIES THAT REQUIRE A BALANCED BATCH

Click the box for each batch to be initiated on the batch listing page. Click Initiate Selected.

ACH ACH File Type List ﬂ Total Batches: 4 Vview 10 | 20 | 50 | 100

Ready Billing PPD TEST COMPANY 2 $1.00 $1.00 Select option...

Ready Drafts PPD TEST COMPANY 1 $50.00 $50.00 |Select option... E_]

Ready PAYROLL PPD TEST COMPANY 1 $400.00 $500.00 'Select option... E
. Ready Refund PPD TEST COMPANY 1 $1.00 $1.00 Select option... E

Total $452.00 $552.00

Initiate Selected

Select effective date for each batch. Click Initiate.

Quick Initiate ﬂ Apply Effective Date to all ACH File Type records? | Select Date E|
Dirafts PPD TEST COMPANY 1 $1.00 3%1.00 Select Date A
Refund PPD TEST COMPANY 1 $1.00 $1.00 Select Date hd

Total $2.00 £2.00

Reset amounts to $0.00 after processing batch

20



Prenote Transactions

A prenote transaction allows you to send a zero dollar test transaction to verify that the recipients account
information is correct before sending the actual credit or debit transaction. With NACHA, prenote transactions
have specific trancode requirements. Therefore, you cannot send a normal zero dollar transaction.

In NetTeller, a prenote is created by adding the transaction to the batch that will ultimately include the
transaction. That transaction is then flagged for prenote and in turn, NetTeller will create a separate batch
containing the actual prenote transaction.

PROCEDUREGE&reating Prenote Transactions

Step 1: Select Edit from the drop down menu for the batch that will ultimately contain the transaction.

ACH ACH File Type List H Total Batches: 4 View 10 | 20 | 50 | 100
[7] Ready Billing PPD TEST COMPANY 2 $1.00 $1.00 Select option...
[[] Ready Drafts PPD TEST COMPANY 1 $1.00 $1.00 Edit ¥
Ready PAYROLL PPD TEST COMPANY 1 $400.00 $500.00 \S/ieelsvﬁ option...
[71  Ready Refund PPD TEST COMPANY 1 $1.00 $1.00
Total $403.00  $503.00 d
- -
Delete
Initiate

Step 2: Select Add ACH Record.

Edit ACH File Type H Total Transactions: 2 View 10 | 20 | 50 | 100 | All | Search
ACH File Type Name: Drafts SEC Code: PPD
Company: TEST COMPANY 1 Company Id: 123456789
Discretionary Data: TEST ACH Entry Description: TEST ACH
John 123 18044646 111102842 $1.00 DR Edit Delete
Water Draft 18044646 111102842 $1.00 CR Edit Delete
Total Debits: $1.00 Total Credits: $1.00
| Submit Cancel




Step 3: Complete the transaction information.
*Note: NetTeller does not allow zero dollar transactions. An amount must be entered. If the amount of

the transaction is not known you can enter $0.01 or $1.00.

Add ACH Record H
ACH Record Information:
Name Alice Adams Addenda Type | 00-MNo Addenda Information E|
Addenda

ID Number AG549
Amount* 1.00 Prenote [

* Amount cannot be £0. If the Prenocte optien is selected, 3 separate £0 Recerd of this entry is created.

Receiving Financial Institution Information:
Routing 082901855 Search for ABA # Account Type Checking |z|
Account Number 125486 Transaction Type ) Debit @ Credit

Status @ active © Hold

= T S

Step 4: Select Prenote.

Add ACH Record E

ACH Record Information:
00-No Addenda Information  [~]

Alice Adams Addenda Type

Addenda

ID Number AG549
Amount* 1.00 |Prenote ]
nis selected, a separate $0 Receord of this entry is created.

* Amount cannot be £0. If the Prencte optio

Name

Receiving Financial Institution Information:

Routing 082901855 Search for ABA # Checking [~ |
Transaction Type Debit @ Credit

Account Number 125486
Status 9@ Active () Hold

[ cuick ada ]| Add mattipie

Account Type

22



Step 5: Select Hold for the Status field.

Add ACH Record
ACH Record Information:
Name Alice Adams Addenda Type :GU-NO Addenda Information E
ID Number A6549 Addenda
Amount* 1.00 Prenote

* Amount cannot be $0. If the Prenote option is selected, a separate $0 Record of this entry is created.

Receiving Financial Institution Information:

Routing 082901855 Search for ABA # Account Type Checking E]
Account Number 125486 Transaction Type ©) Debit @ Credit
Status ) Active @ Hold

—

By selecting Hold, this transaction will not be included in the batch if it is initiated.

Step 6: Select Submit.

Edit ACH File Type E Total Transactions: 3 View 10| 20 | 50 | 100 | All | Search
ACH File Type Name: Drafts SEC Code: PPD
Company: TEST COMPANY 1 Company Id: 123456789
Discretionary Data: TEST ACH Entry Description: TEST ACH
ohn 123 18044646 111102842 $1.00 DR Edit Delete
19n44§4§ 1 111“'&&7 <1 00 [ =] m %
Alice Adams A6549 125486 082901855 $1.00 CR Y Edit Delete

Total Debits: $1.00 Total Credits: $1.00

I Submit Cancel Add ACH Record

The transaction is added to the batch but not included in the totals.

Step 7: Select Submit.

On the batch list, a new batch will display that begins with PNT. This is the prenote batch that was created by
NetTeller. Initiate this batch to send the actual prenote transaction.

ACH ACH File Type List H Total Batches: 5 View 10 | 20 | 50 | 100
[l Ready Billing PPD TEST COMPANY 2 $1.00 $1.00 'Select option... B
[[] Ready Drafts PPD TEST COMPANY 1 $1.00 $1.00 Select option...[*]
MPA 400, i | | .
1 | Ready PNT-Drafts PPD TEST COMPANY 1 $0.00 $0.00 Select option... E]]
] "Ready Refund PPD  TEST COMPANY 1 51.00 $1.00 Select option... | ¥
Total $403.00 $503.00
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Once you are ready to send the actual transaction, you will need to release the hold status and edit the dollar
amount.

Step 1: Select Quick Edit from the drop down menu.

ACH ACH File Type List ﬂ Total Batches: 5 View 10| 20 | 50 | 100
Ready Billing PPD TEST COMPANY 2 $1.00 $1.00 |Select option...
Ready Drafts PPD TEST COMPANY 1 $1.00 $1.00 Quick Edit v
Ready PAYROLL PPD TEST COMPANY 1 $400.00 $500.00 \f;fe'act option...
[[] Ready PNT-Drafts PPD TEST COMPANY 1 $0.00 $0.00 Download
[F] Ready Refund PPD TEST COMPANY 1 $1.00 $1.00 i
Total $403.00 $503.00 |
“UPY
Delete

Step 2: Change the dollar amount and uncheck the held option.

Quick Edit ﬂ Total Transactions: 3 View 10 | 20 | 50 | 100 | All | Search
ACH File Type Name: Drafts SEC Code: PPD
Company: TEST COMPANY 1 Company Id: 123456789
Discretionary Data: TEST ACH Entry Description: TEST ACH
John 123 1.00 18044646 111102842 @ © [ [}
Water Draft 1.00 18044646 111102842 [ (]
Alice Adams A6549 1.00 125486 082901855 (@NC)] (]
Total Debits: $1.00 Total Credits: $1.00
I Save Return

Step 3: Modify the dollar amount of the offset transaction if a balanced batch is required.
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Batch List

Batches already created/uploaded in NetTeller. Batches will remain on the system to be used as templates.

ACH Statuses

Ready: Batch can be edited. If in balance it may also be initiated.
Uploaded: Batch has been uploaded or transactions imported.
Initiated: Batch has been sent to financial institution.

Processed: Financial institution has processed the batch.

ACH Menu Optins

View: List of transactions within batch.
Download: Export batch to PDF or NACHA file format.
Edit: Change or add transactions to the batch.

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 transaction changes.

Copy: Creates an exact duplicate of the selected batch.

Delete: Remove batch from the system. If the batch is in initiated status, it also deletes batch from financial
institution.

Initiate: Send batch information to financial institution for processing.
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Tax Payments

Send federal and/or state taxes (if enabled) via ACH. Company must already be registered with the EFTPS to use

this option.
PROCEDURES&ederalTaxes
Add Tax Payment
Pay to: Federal IZ‘
ACH File Type Tax FD

Receiving Institution Lookup

Company Name TEST COMPANY 1 [ ]
Tax Period mm/yy
Tax Code Iz‘

Taxpayer ID
Payment Amount 0. 00
Pay from Account Select Account |z|

Tax Information ID 1 Amount 0. 00
Tax Information ID 2 Amount 0. 00
Tax Information ID 3 Amount 0. 00

[ =T

Pay to: Select Federal.

ACH File Type: Name to distinguish batch for customer’s benefit.

Receiving Institution: Click Lookup to select financial institution that will receive payment.
Company Name: ACH Company tax payment is for.

Tax Period: Month and year payment is for.

Tax Code: Type of tax payment.

Taxpayer ID: Company’s EIN number.

Payment Amount: Dollar amount of transaction.

Pay from Account: Select the account to debit for the offset transaction.
0 If the ACH company is set up to initiate balanced batches only, select from the accounts
you have access to in NetTeller.
0 If the ACH company is set up to initiate batches by selecting an offset account, select

from available offset accounts.

Tax Information ID 1: Amount designated for Social Security. This is an optional field.

Tax Information ID 2: Amount designated for MediCare. This is an optional field.

Tax Information ID 3: Amount designated for Withholding. This is an optional field.
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Search

Search and display any transactions within all batches that match the search criteria.

=
Search Records H

e

You can edit/delete the transactions if needed.

Wires

Creating a Wire

PROCEDURE®dd a Wire Transfer

Step 1: Select the Edit/Add tab.

Cash Management

ACH »Wire ARP Reporting File Status

Transmit »Edit/Add Activity
Pedpres-State Bank Online Support: (800) 897-7499  Customer Service: (855) 322-2554  Main Office: (318) 256-2071

View Wires for:  Checking Acct 1 E|-

Step 2: Choose the account for which you are adding the wire for and select Add Wire.

Cash Management
ACH »Wire ARP Reporting File Status

Transmit »Edit/Add Activity

Peoples State Bank  Online Support: (800) 897-7499  Customer Service: (855) 322-2554  Main Office: (218) 256-2071

@ms for: [Checking Acct 1 E]-
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Step 3: Fill in the fields for the new wire:

Define New Wire 2]

Credit Account Information
Credit Account Number:

Credit Account Name:

Credit Account Address:

Receiving Bank Information

Receiving Bank ABA Number: Search for ABA Number
Receiving Bank Name:
Receiving Bank Address ABA Lookup - Wires E
ABA Number \
Bank Name -
Wire Information Short Name (¢
Remarks: city o
State B

Repetitive Wire/Code:
\r'the data entered finds partial match ("Ring” will find “The Springfield Bank”)

Othe data entered must match exactly with entry in database.
Amount:

[Ex=gte)

Credit Account Number: The account that will receive the wired funds.
Credit Account Name: The name on the account receiving the wired funds.
Credit Account Address: The address of the Credit Account.

Receiving Bank Information: Enter the ABA number of the financial institution where the Credit
Account is held. Use the Search for ABA Number feature to search for the Credit FI.

Selecting an ABA from the Search for ABA Number option will populate all remaining Receiving
Bank Information fields.

Wire Information/Remarks: Enter any information regarding the wire transfer. Comments can include
processing instructions, invoice numbers, or any other text/numeric data.

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 will automatically be removed from the system once transmitted and processed.

Amount: Dollar amount of wire.
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Transmitting a Wire

PROCEDURESransmting a Wire Transfer

Step 1: Select Transmit.

ot e (T

ACH »Wire ARP Reporting File Status

< »Transmit > Edit/Add Activity

Peoples State Bank  Online Support: (800) 897-7499  Customer Service: (855) 322-2554  Main Office: (318) 256-2071

Wire List View 10 20 50 100

1 Pending $1.00 No 779 Simmons First Bk Transmit

Step 2: Locate the desired wire and select the Transmit link.

AN TR - e (R

ACH »Wire ARP Reporting File Status
»Transmit Edit/Add Activity
Peoples State Bank  Online Support: (800) 897-7499  Customer Service: (855) 322-2554  Main Office: (318) 256-2071

Wire List View 10 20 50 100

1 Pending $1.00 No 779 Simmons First Bk Transmit

Step 3: Review wire information.

Transmit Wire

Credit Account Information

Account #/Type: 779 / Demand
Name: Test
Address: Test

Receiving Bank Information

ABA Number: 082901855
Name: Simmaons First Bk
Address: Rogers, AR

Wire Information

Repetitive Code: Single
Amount: £1.00
Remarks:




Step 4: Enter Wire PIN and select Transmit.

Transmit Wire

Credit Account Information

Account #/Type: 779 / Demand
Name: Test
Address: Test

Receiving Bank Information

ABA Number: 082901855
Name: Simmons First Bk
Address: Rogers, AR

Wire Information

Repetitive Code: Single
Amount: $1.00
Remarks:

=

Wire Statuses

Ready: Repetitive wire that has a zero dollar amount.

Pending: Wire can be edited, deleted or initiated.

Initiated: Wire sent to the financial institution.

Processed: Financial institution has taken the option to process wire.

Omitted: Financial institution has removed the wire from processing.
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Reporting

Prior Day
Displays balance information, float information and activity totals for previous business day.

Prior Day Information ﬂ

Prior Account Information

Checking Acct 1 / PEOPLES STATE BANK

Clese of Business..... February 2, 2012 Prior Day Activity

Debita Credits

Available Balance.... .57 ACH Items

Collected Balance

5]

3
28.57 0.00 0.00
Ledger Balance.. 28.57
Hold Amount.......... 0.00 Inclearing
0.00 0.00
One-day Float........ 0.00 Over-the-counter
Two-day FloaT..eewass 0.00 0.00 0.00
Three-day Float...... 0.00
Over 3-day Fleat..... a.00 Wires
0.00 0.00
Tranafers
a.00 0.00
Total
0.00 0.00

Current Day

Displays balance information and activity totals for current business day.

Current Day Information ﬂ

Current Account Information

Checking Acct 1 / PEOPLES STATE BANK

B3 of Datuvawaann February 2, 2012 Current Day Zctivity
Debita Credits
Available Balance.... 28.57 ACH Items
Collected Balance.... 28.57 0.00 0.00
Ledger Balance.. 28.57
Hold Amount.. 0.00 Inclearing
0.00 0.00
Current Available.... 28.57 Over-the-counter
0.00 0.00
Wires
0.00 0.00
Transfers
0.00 0.00
Total
0.00 0.00
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Position
Displays balance information and transactions that posted to the account on the previous business day. All
accounts will display.

Download Cash User n

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

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

PRIOR DAY BALAMCE IMFORMATION

ACCOUNT MUMBER. . . : 1073 DEMAMD CLOSE OF BUSIMESS. : 2/168,/11
ACCOUNT MAME.....: CHIHUAHUA RESCUE
TOTAL ACH ITEMS
AVATLABLE BALANCE. .. : 48,309, 52 DEBITS CREDITS
COLLECTED BALANCE...: 48,0911, 52 .on o900, 00
CURREMNT BALAMCE.....: 48,011. 52 TOTAL INCLEARING
HOLD AMOUMT. . ov e nu. s .00 DEBITS CREDITS
.00
OME DAY FLOAT.......: .00 TOTAL OVER COLUNTER
TwWo DAY FLOAT.......: .00 DEBITS CREDITS
THREE DAY FLOAT.....: .00 .on .on
OWVER 3 DAY FLOAT....: .00 TOTAL WIRES
DEBITS CREDITS
501,00 .00
TOTAL TRAMSFERS
DEBITS CREDITS
1,300.00 1,000.00
TOTAL OF PRIOR DAY ACTIVITY
DEBITS CREDITS
1,801, 00 1,900.00
PRIOR DAY TRAMSACTION
ACCOUNT MWUMBER : 1073
CHIHUAHUA RESCUE
POSTED CHECE # AMOUNT  DAC  DESCRIPTION
2/168,/11 800.00 C FITRAMSFER AMNYTOWH BAMK
PPD 123456
2/16/11 100,00 Z FITRAMSFER AMNYTOWH BAMK
FPD 123456
216,11 903100020 500,00 Z Trsf from Bus DDA &D
21611 903100021 500,00 C Trsf from Bus DDA &D
21611 903100027 .00 Z
216,11 903100028 .00 Z
2/16,/11 903100036 oo
21611 1.00 o] wire Transfer Fee
216,11 500, 00 o] wWire Transfer Dehit

Mary smith

RCETG 203100019, o\ od:00000,,,0 ) T3NSR0 Fayroll ASCOUTD 4 u av o
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File Status

File status tab displays all files that have been uploaded into the system and the status of the upload. This

option shows both ACH and ARP files. Files drop off this list after 7 days.

Uploaded Files

SAMPLE PAYROLL.txt NACHA ACH N/A

=

NetTeller Settings

i
01/27/2012 Uploaded

Manage passwords, display settings, and alerts.

NetTeller Settings

»Personal Display Alerts

Peoples State Bank  Online Support: (800) 857-749%  Customer Service: (855) 322-2554

Personal
Edit Passwords, and Single Sign on ID

Modify Login Information

Main Office: (318) 256-2071

Cash Management Wire Enter Current

Password:
Enter New
Enter New Again
Single Sign On - ID: TEST
Enter New
Single Sign On - Password: Enter Current
Enter New

Enter New Again

e
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NOTE: IDs must be betwesn 4 and
12 characters, consist of 1 or more
letters, numbers are allowed. Mo
spaces are allowsd. The following
special characters are allowed:

+_ %@ &~

NOTE: Password must be beteeen
3 and 25 characters, Alpha-Mumeric:
Mumbers and letters only are
reguired.



Display
Edit default view settings.

Establish Display Defaults

Accounts @5 ©10 ©20 Os50 @10 Oal

Transactions: @ sSince Last Statement ) Last 7 Days ) Last 15 Days () Last 30 Days O all @ Search History
Bill Pay History: © all History @ Last 7 Days ) Last 15 Days () Last 30 Days () Search History
ACH Batches: 210 ©20 ©O50 @100

ACH Transactions: ©10 ©20 O50 @100

Wire Transfers: 210 ©20 ©O50 @100

Wires-Edit/Add ©10 ©20 @50 @100

Transfer History: O Last 7 Days @ Last 15 Days (© Last 30 Days © Search History

ACH History: @ Last 7 Days @ Last 15 Days (© Last 30 Days & Search History

Wire History: D Last 7 Days @ Last 15 Days O Last 30 Days © Search History

Download Lines: @ one Line @ Two Lines © Three Lines  © All Lines

Transfer Confirmation: @ vyas O Mo

Alerts

Set up Event Alerts, Balance Alerts, Item Alerts and Personal Alerts.

Current Event Alerts

Edit Event Alerts

When the following Occurs:
There are currently no Event Alerts set up.

Alert me:

Current Balance Alerts

Add Balance Alerts

When Balance In:
There are currently no Balance Alerts set up.

Goes: Amount: Alert Me:

Current Ttem Alerts.

Add Ttem Alert

When Item number clears:
There are currently no Item Alerts set up.

Account: Alert Me:

Current Personal Alerts

Add Personal Alert

On the following date:
There are currently no Personal Alerts set up.

Remind me of: Alert me:
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