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Welcome to Business Online Banking
Apply Today.

2] Log In

GuarantyBank

MEMBER FONC AND T NY

Log In

Enter your credentials to access online banking.
Username HDE

Password

] Remember My Username

Forgot password or PIN? Token lost or damased?

Help

Member & 2015-2020 Fiserv, Inc. or its affiliates.

A Banking Specialist will assist you during the initial sign-in sessions to ensure that your account
and security information is accurate.

If you have concerns about people around you observing you typing your user name, account
number, social security number, or multifactor authentication answers, on certain pages you can
choose to hide this information.

If HIDE appears within a field, you can protect your user information within that field.

Hide Personal Information Show Personal Information

e Before typing anything in a field that * In the protected field, click SHOW.
includes HIDE, click the button.

When you click SHOW in a protected field:
When you click HIDE in a protected field:

® The system replaces HIDE with * The system replaces SHOW with
SHOW. HIDE.

* In place of each character you type, e The online banking service displays the
the online banking service displays a text that you type, rather than masking

masking character. characters.



Home Page

Welcome e R .
Lost log in: Jan 02, 2020 09:28 AmcsT B Alerts & Profite [$ Log Out

Qo

<5® GuarantyBank

AND TRUST COMPANY
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Alerts A Manage Alerts  pay Or Transfer

You have no unread alerts. Internal Show w

Accounts (# Edit Accounts = Print
Regular Checking Available Balance

4777110 $0.95 Recent w

Bank Accounts Available Balance

B56231 $0.86 Recent w
Personal Savings Available Balance

747688 $0.00 Recent w

Payments & Transfers

Review (0) Hide «
ACH
B Description Reason Amount

An interactive, integrated Home page provides access to the most commonly used functionality on
one convenient page. Users have access to favorite account balances, recent transactions, review
options, the ability to issue transfers, single sign in capabilities and more.

On the Home page, click anywhere in an account’s row (for example, on the account name or the
account balance). The system displays the Account information page.



Accounts Page

A Alerts X Profile [# Log Out
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Home Accounts Payments & Transfers Checks & Deposits Administration
Accounts
Checking Gkt
Bank Accounts Current Balance Available Balance
856211 $0.86 50.86
Regular Checking Current Balance Available Balance
477710 $0.95 $0.95
Total $1.81 $1.81
Savings & Print
Personal Savings Current Balance Available Balance
747688 $0.00 $0.00
Total $0.00 $0.00

Favorite Accounts Section To ensure that the system displays your selected
favorite accounts in the favorite accounts section on

The Account section on the home page displaysa  the Home page

user-defined favorite accounts. Use this section to

access a high-level overview of your account bal- 1. Click the FEdit Accounts link that the system
ances and recent transactions. You can also view displays above the account list. The
the most recent account transactions and access full account list refreshes, replacing balance
account details for individual accounts. information with editing controls.
2. To display an account on the Home page,
The favorite Accounts section of the home page select the Show on home check box next to the
includes: account.
3. Click Move A or Move V to reorder the
e Edit accounts accounts.
® Account nickname 4. Click Save. The account list refreshes, replacing
e Available balances the editing controls with the balance

information for the selected accounts.
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Bank Accounts - 856231 +

Details Download

Documents

Document Search

Account: Bank Accounts [ w |
Dioemmsen Tvpa DDA ESTATEMENT [+ |
Dare Ramze B rn [ o &
Check image viewer Access documents (eStatements) associated with an
account
Use the Check image viewer functionality to quick-
ly find a posted check or deposit. You can find the 1. On the Account page, select the account
Check image viewer section on the right side of the for which you are accessing online
Account information page. documents.
2. Click Documents. The system displays the
Note: Documents page.
You must have the exact check number to 3. Use the controls available on the
use this functionality. Documents page to retrieve, view, and

save available documents.
1. Go to the Account information page for the
account associated with the check images
that you are trying to find.
2. Type the check number in the Check
Number field.
3. Click View image.



Downloading Transactions

Download Transactions

Specify the transactions you'd like to download and select the format in which you want them downloaded.

Bank Accounts 836231

All transactions

All

-
Format Comma-separated values (.

Microsoft Money (.ofx)
QuickBooks 2005 & newer (.gbo)
Quicken 2005 & newer (.qfx)

Download Transactions

Downloading transactions

1. On the Account page, select the account
for which you want to download
transactions.

2. Click Download. The system displays an

overlay window.

. Specify the transaction export criteria.

. From the Format drop-down list, select the

format of the download file. Possible values

H W

are:
e Comma-separated values (.csv)

*  Microsoft Money (.oxf)

e QuickBooks 2005 & newer (.gbo)
[ )

Quicken 2005 & newer (.gfx)
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Payments & Transfers

Create A Transfer

Complete the following to transfer funds between accounts at this institution,

Template Loan Payment

From Account * Regular Checking 477710

Available balance: 50.95

To Account * Bank Accounts 856231
Available balance: 50.86
Date * 1/2/2020 g seceer | [ Repeat...
Amount *
Description

# lndisaboe roamydeed fialAd

Pay or Transfer Section

You can use the Pay or transfer section on the Home
page to issue internal transfers. This section is
available only if you have the appropriate
permissions.

To complete an internal transfer using a
template

Use the following procedures to complete the follow-
ing types of transfers:
e From a checking or savings to a checking
or savings account
® From a checking or savings account to a
loan account
® From a checking or savings account to an
overdraft protection loan account

1. From the Template drop-down list, select an
appropriate template. The system displays the
Template drop-down list only if you have
access to at least one internal transfer template.

. The system displays a default From account as

per the template you select.

. The system displays a default To account as

per the template you select.

. In the Date field, either accept the default

date that the system provides, select a date
from the date picker, or type a new date in the
MM/DD/YYYY format. The system defaults to
the earliest available transfer date. This is the
date that the system completes the transfer.

. In the Amount field, the system displays a

default amount as per the template you select.
However, you may type a different amount.

If defined in the template and you are
transferring funds to a loan account, the system
displays the default values in the Payment type
field.



Payments & Transfers

6. Optional: In the Description field, type a
description of the transaction.

a. In the Payment Type field, select the
payment you want to make. This is only
available when transferring to a loan
account or an overdraft protection
account.

7. Click Preview transfer. The system displays a
preview of the transfer.

e Optional: Click Complete transfer. Based
on your internal transfer template
settings the system either displays a
success message along with a reference
number or a pending for approval
message along with a reference number.
Make a note of the reference number in
case you have any questions about the
transfer in the future. Additionally, the
system displays the transfer details, the
Create another transfer button, and the
Print button. Click Create another
transfer to display a blank form to start
another transfer. Click Print to print only
the details of this transfer.

e Click Edit to modify the
information you established for the
transfer.

e Click Cancel to delete all of the
information from this transfer and
redisplay the blank transfer form.



Checks & Deposits
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Checks & Deposits

Stop Payments Positive Pay

Create A Stop Payment

Placing a stop payment on a check prevents it from being cashed if, for example, it was lost or stolen.

Complete the following to prevent checks from being cashed. (Note that entering more search parameters will narrow your

results.)
Account * test 1 ¥
Create A Stop Payment * ® For One Check O By Transaction Amount
Check Number *
Amount *
Date

'"':‘ SELECT

Depending on how your financial institution
configured Business Online, the system
may display three stop payment options:

Stop Payments

The Stop payment page appears when you click the

Check & deposits menu. This menu is only available

when you have rights to stop payments. Use this page Single, Multiple, and Amount.

to issue and view the existing list of stop payments. 3. Type the stop payment criteria.

4. Click Preview Stop Payments. The system
verifies the details you typed and displays
errors if any.

To issue stop payments

1.

From anywhere in Business Online, click
Checks & deposits. The system displays the
Checks & deposits page.

Correct the errors and then click Preview Stop
Payments. The system processes your
information.

6. Inthe preview stop payments section, click
Edit to edit stop payments details.

7. Click Complete stop payment to issue a stop
payment request. The system displays a
success message with a confirmation number.

Note: If you have access to additional
functionality, the system may display
multiple menus under the Checks &
deposits menu. You may need to select
Stop payments.

2. Inthe Create a stop payment section, select  To access issued stop payments list
the appropriate account from the Accounts
drop-down list, for which Business Online

creates a stop payment.

From anywhere in Business Online, click Checks &
deposits. The system displays the Checks & deposits

Note: The Accounts drop-down list only page.

includes checking accounts to which you
have the ability to add a stop payment.

Note: You can only access the Checks &
deposits menu you when have rights to
stop payments.
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Alerts
Ale rts Stay on top of important dates or changes to your account.
Overview Alert Options Contact Options Sent Alerts Help

Create and edit any alerts.

BALANCE +
Low balance alerts can help you avoid overdrafts or maintain balances to qualify for rewards. High balance
alerts can help you identify when you might want to transfer or invest money.

TRANSACTION +
Get alerts when deposits, checks, or withdrawals post to your account

Choose from a variety of different alerts.

@ Transaction 9%
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Profile

Password

Your password helps prevent unauthorized people from logeing into online banking. You can change your password
whenever you like. You might also be asked to change it periodically to keep your accounts secure.

Complete the following to change your password.
Current Password *

Your new password must include:

o Between 8 and 17 characters

e At least 1 number

® At least 1 uppercase letter
o At least 1 lowercase letter

New Password *
Confirm New Password *

* Indicates required field

You must have a complete user profile to use Business Online to the fullest. Using the Profile page, you can:

e Change your password or PIN.

e Change your Challenge Questions and Answers.

e Activate or deactivate tokens from within Business Online.

e View the current email address that you have in Business Online.
Changing your password Note: The online banking service sends
You can change your password in Business Online on you an email notification every time you
the Profile page. change your password.

1. Signin to Business Online. The system Changing your PIN

displays Business Online. You can change your PIN in Business Online on the
2. Inthe utility navigation area, click Profile. The Profile page.
system displays the Profile page.

3. Click Edit in the Password section. 1. Sign in to Business Online. The system
4. Inthe Current password field, type the current displays Business Online.
password. 2. Inthe utility navigation area, click Profile. The
5. Inthe New password field, type the new system displays the Profile page.
password. 3. Click Edit in the PIN section.
6. Inthe Confirm new password field, retype the 4. Inthe Current PIN field, type the current PIN.
new password. 5. Inthe New PIN field, type the new PIN.
7. Click Save. 6. Inthe Confirm new PIN field, retype the new
8. Sign out of Business Online. PIN.

N

Click Save.
8. Sign out of Business Online.



Profile

Note: The online banking service sends
you an email notification every time you
change your PIN.

Changing your challenge questions
You can change your challenge questions in Business
Online on the Profile page.

1.

2.

Pw

No

Sign in to Business Online. The system
displays Business Online.

In the utility navigation area, click Profile. The
system displays the Profile page.

Click Edit in the Challenge questions section.
From the First challenge question, Second
challenge question, and the Third challenge
question drop-down lists, select different
challenge questions to answer.

In the field associated with each question, type
the answer.

Click Save.

Sign out of Business Online.
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ACH Template Employee Profile & Permissions Employee Accounts Business Role Definitions

Employee Profile & Permissions

Select User Criterla

T r— Mok |
GoTe. | Codes w| Username ,7
_) Dalete Employes
Administration

ACH Template Employee Profile & Permissions Employee Accounts Business Role Definitions

Employee Accounts

Salect Corporate Employes Account Criteria

Acean D
Erglenes Wama: |

Submit

Administration

ACH Template Employee Profile & Permissions Employee Accounts Business Role Definitions

Business Roles

Select Role Criteria

{8 Inquins Role Role Name: |

GoTe Codes v |
. _________________________________________________________________________________________________________|

Administration
When you have the proper permissions, you can use the Administration page to create and maintain ACH

templates, wire templates, employee profile & permissions, employee accounts and business role
definitions.

ACH Templates

Business Online displays the G icon on the Admin-
istration tab when you need to review an ACH tem-
plate. The system displays the same icon on the ACH
template button when there are one or more ACH
templates for you to review.

Access ACH templates

1. On the Administration page, click ACH
template. The system displays the Select
External Transfer Criteria page.

2. Select the appropriate external transfer criteria
and click Submit. The system returns any
templates that fit the criteria selected.

Note: For additional information on how to
use an ACH template, refer to the ACH
Manager User Guide.



Administration

Inquire in to the account details that an employee
has access to

1.

On the Administration page, click Employee
Accounts. The system displays the Select
Corporate Employee Account Criteria page.
Optional: In the Access ID field, type the
corporate access ID.

Optional: In the Employee Name field, type
the name of the corporate user.

Click Submit. The system displays the
Corporate Employee List.

Click the Employee Name hyperlink for the
employee you want to add an account to. The
system displays the Corporate User Account
Access for "Employee Name.”

Review the information and click Cancel. The
system displays the Select Corporate User
Account Criteria page.

Repeat steps 1 through 6 to inquire in to
additional account details that the employee
has access to.

Delete an account that an employee has access to

1.

No

10.

On the Administration page, click Employee
Accounts. The system displays the Select
Corporate Employee Account Criteria page.
Optional: In the Access ID field, type the
corporate access ID.

Optional: In the Employee Name field, type
the name of the corporate user.

Click Submit. The system displays the
Corporate Employee List.

Click the Employee Name hyperlink for the
employee you want to delete the account
for. The system displays the Corporate User
Account Access for "Employee Name.”

Click ¥. The system displays .

Click Submit. The system displays the Delete
User Account Access section with information
for the account you want to delete for the
employee.

Click Done. The system displays the
Corporate User Account Access for
“"Employee Name."

Click Cancel when you are finished deleting
accounts from the selected employee. The
system displays the Select Corporate User
Account Criteria page.

Repeat steps 1 through 9 to delete additional
accounts for the employee.

Delete an employee

1.

On the Administration page, click Employee
profile & permissions. The system displays the
Select User Criteria page.

Select Delete Employee. The system displays
the Go To list, the Name, Username, and
Client Name fields.

Optional: From the Go To drop-down list
select the type of role you want to delete an
employee’s information for (for example, ACH
Codes).

Optional: In the Name field, type the name of
the employee.

Optional: In the Username field, type the
username of the employee.

Click Submit. The system displays the
Employee list.

Click the Name hyperlink associated with the
employee you want to delete. The system
displays the specifications for the specific
employee you have chosen.

Click Delete. The system displays a
confirmation message.

Click OK. The system displays the
specifications for the specific employee you
have chosen.

Inquire in to an ACH role

1.

Hw

oo

On the Administration page, click Business
Role Definitions. The system displays the
Business Role page.

Select Inquire Role. The system displays the
Go To list.

From the Go To drop-down list, select ACH.
Optional: In the Role Name field, type the role
name.

Click Submit. The system displays the Role list.
Click the Name hyperlink that you want to
review. The system displays the specifications
for the selected role.

Inquire in to the Positive Pay role

1.

On the Administration page, click Business
Role Definitions. The system displays the
Business Role page.

Select Inquire Role. The system displays the
Go To list.

From the Go To drop-down list, select
Positive Pay.



Administration

o

Optional: In the Role Name field, type the role
name.

Click Submit. The system displays the Role list.
Click the Name hyperlink that you want to
review. The system displays the specifications
for the selected role.

Inquire in to a Code role

1.

Pw

o

On the Administration page, click Business
Role Definitions. The system displays the
Business Role page.

Select Inquire Role. The system displays the
Go To list.

From the Go To drop-down list, select Codes.
Optional: In the Role Name field, type the role
name.

Click Submit. The system displays the Role list.
Click the Name hyperlink that you want to
review. The system displays the specifications
for the selected role.



More Advanced Tools to Better
Manage Your Business

Positive Pay
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M Alerts
Alerts A Manage Alers  pay Or Transfer
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(# Edit Accounts = Print Show
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Show

Regular Checking Available Balance Show w
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$0.95 " Show
Bank Accounts Available Balance
8562311 4$0.86 Recent «

Quick Launch

Personal Savings
747688 Recent w Soft Token

Payments & Transfers
Review (0) Hide »
ACH

Bill Pay is only available to Premier Business Online Customers

Enroll in bill pay
Contact 1-800-668-2264 to set up your Billpay access & start enjoying all the features and benefits.

To access bill pay

1. Click Payments & transfers on the menu.
The system displays the Payments &
transfers page.

2. Click Bill pay. The system displays the Bill

Pay page.

Note: If you are not enrolled to use Bill
pay or are missing any information Bill
pay needs, Business Online may display
the Enroll in Bill pay page.
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Show
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Show s

Payments & Transfers Bill pay Show w
Review (o) Hide

ACH

Checks & Deposits

Go To Positive Pay
] Description Reason Amount

Quick Launch

There are no transfers requiring review,

Tokens

Issued () Sl Training Booklet

Positive Pay is only available to Premier Business Online Customers

e Minimize Check Fraud Exposure 4 )
e Detection of Unusual Activity Positive Pay
* Appropriate Decisioning
e Increase Efficiency Overview
Review

Import a File
Import Exceptions
ltems

Import Templates
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Checks & Deposits

Stop Payments Positive Pay

Positive Pay
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Positive Pay Overview

Item Review

o Ieemss To Review

Impeit a File File Template List B
Fils Mams Browse Template Type

Tamplsts Tast Templats =~ lest Template Delumzed
[Eipining T mpkain
Training Tamplata Dalimaad
Training Tamgplate 2 Dalimired
Add an liem L-3f } Tomplslas
Acroems Nomber test |~
: liem Search
Chack Fuesbar I
ey Accoam &1 [ |
Diate = = e
Tram Date ] 4 Tkrough) &
Amonet
Amount ] Tezough
Paysa [ 4
Chack Mumber | !*ma|
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Stanes Pt Reooncied| v |
Tipe cey

L]
RdTem (Search]

Import Exceplions

Nao Imsport Exceptions

Positive Pay
Positive Pay can be accessed through the Checks & Deposits Tab.



Check Positive Pay

3
1
3
4

1
8
v

Civerview

Coluem Data Typs

Stop Payments

Positive Pay

Review  ImpordaFile  Import Exceplions  ltems  Imporl Templates :f:l

File Import Template Inquiry
Template Properties
Template Mame Tramng Template
Numher of Heades Bows ]
Faarker of Footsr Ravwa o
Tt Diacimals it Amount Mo
Text Qualefier Hane
File Format Dielimsited (Tah)

Mapped File Data

Mask Formatr

Assign Values

Field Assigned Vabue
Aecosm Trpe DhA

Accownt Musmber TEST ACCOUNT
Tasue D 09102020
Reference Number

Import a File

Positive Pay

ltem Type Cede Mapping

File Data Assigned Value

Uweriew  Review  Bmpoiaiie impod Dweptions  fems impon Templates  (F

File Name

Template

| Browse... |

| Test Template E'
Next

Import a File in Positive Pay

1.

Click Checks & Deposits on the menu. If you
have access to Stop Payments the system will
display both Stop Payment and Positive Pay
tabs. Select the Positive Pay Tab.

Positive Pay will display the overview tab. To
upload an issue file from the Positive Pay
Overview page select browse in the “Import a
File” section. (Note: the file should be saved as
a txt or csv format).

Select the Template that corresponds to the
file they are importing and click next.

Impert a File

Data Mapping

[ Petty Gasn - acmniswanonmuoets

Aeecunt Nimbe =]

. Select the Account you want to upload the file

and click “Import File”

. After the file has been imported you will see a

confirmation screen informing them of the
number of items imported and total amount.
You will have a confirmation number or load
number that you can keep for reference.



Check Positive Pay

Overview  Review  ImpotaFile  Import ExcepBons  lems

Import Templates (%)

J File test123.bal was successiully amported with 0 Bems for 30.00

Confirmafion number: 150

A Fie fest 23.bd contained 1 excepions

Row  Accoust Chech# Isvue Date Amoant Payee
1 Petty Cash - 136365747 1282004 2800
Adrirsstration 50016

Reference # Type Reason Edit Dielace

Tz Drglice lem 2 b

Import Exception Notification

1. Inthe event the item has an import exception
you will select either “Edit” or "Delete”
depending on what you want to do with the
import exception.

2. After clicking edit you will be able to make
whatever changes are needed, to the import
exception. After you have made the changes
you will select “Save Item”.

Account Number test v
Check Number | 134
Date | 12/15/2020) )
Amount | 1.25)
Payee |Test Payee
Reference Number | |
Type

[Add ltem|

Import Individual ltems
Individual items can be added instead of a large file.

1. Select the account number, the check number,
date, amount and payee and type. This can be
a Void, Issued, or Stop item.



Check Positive Pay

Overview Review Impaort a File Import Exceplions Hems Import Templates: @

@) Template was successfully created.

v File Test Positive Pay file 12.15.20 txt was successfully imported with 2 items for $3.00.

Confirmation number: 82

File Import Templates

Template List

Template Type Edit Delete
Test Template Delimited ;’ X
Training Template Delimited 7 X
Training Template 2 Delimited ;’ X

After successfully submitting your file you will receive a confirmation number.

You will receive an email notification when your Pay Exceptions are ready to review.

You Have Positive Pay Exceptions to review. Please complete your review by 11:00AM. Thank You.

Account Number Date

Item Number Amount

DDA-XX3456

Checks & Deposits

Stop Payments

December 21, 2020

134 $1.25

Positive Pay

Positive Pay

Overview Review Import a File Import Exceptions Items Impori Templates @

Item Review

1-10f1liems

Check ltems
Account Check Number Tran Date Amount
TEST ACCOUNT 134 127212020 $125

Review Exceptions

1. After receiving an email notification an
authorized user can log in to Positive Pay to
choose their action.

Payee Reazon

Issue Mot on File

2. If no action is taken by the authorized users
the bank will automatically return all of the
items.



ACH Manager

ACH Manager is an add-on feature that is available for either Basic or Premier Business Online
packages.

ACH Payroll Direct Deposit

ACH Payments

ACH State & Federal Tax Payments

Hard or Soft Token Access
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Payments & Transfers

Internal

ACH

o= New payment @) Import file  Help

iU Templates | File import templates

Description Status 2 Withdrawal = Deposit & R actly
test - PN_Revers Date
» Dec09 2019 Processed 0.01 0.01 Other
al All activity -
» Dec09 2019 test Reversal Processed 0.10 0.10 Other
Type

v Dec06, 2019 Test AMB saved 0.10 0.10 Payment Al lypes -
w Dec06,2019 Test AMB Saved 0.01 0.01 Payment m Amount

w [Dec 0B 2019 test- PN Processed 0.01 0.01 Payment
Example: 40 or 10.00-50.00
» Dec0B 2019 test-PN Processed 0.00 0.00 Payment Copy
Tax identification number
Dec 05, 2019
Sl test - revised Processed 0.15 0.15 Payment All Y
Dec 04, 2019 —— Description
You can use the Payments & transfers section on the transfer.
Home page to review, modify, or delete internal e. Click Preview ACH to preview the transfer.
transfers, and approve or disapprove ACH transfers. f. Verify the transfer details, and then
The system only displays the portions of this section complete one of the following actions:
to which you have the appropriate permissions. e Click Complete ACH so the system
submits the transfer. After you click this
To issue an ACH transfer on the Home page button, the system displays a
confirmation message, the details of the
1. Click Home on the menu. The system displays transfer, the Create another ACH button,
the Home page. and the Print button. Depending on
2. Click Show next to the ACH heading under the security, Business Online may present a
Pay or transfer heading on the right side of the security challenge for you to complete
page. The system displays the internal before you can complete the import.
transfers drop-down list. Click Create another ACH to display the
3. Complete the following fields: blank form to start another transfer. Click
a. If you have templates available for use, you Print to print only the details of this
can select the template to use from the transfer.
Template drop-down list. e Click Edit to modify the information you
b. In the Date field, type the date on which established for the transfer.
you want this transfer completed. e Click Cancel to delete all of the
c. Inthe Amount field, type the amount you information from this transfer and
want transferred. redisplay the blank transfer form.

d. In the Payment Information field, type any
information you want associated with this
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To resolve duplicate ACH transfers

When you click Complete ACH, the system may
display the Duplicates Found overlay window. This
window includes any potential duplicate ACH
transfers that exist.

Click Continue to complete the transfer even though
potential duplicates exist.

Click Return to ACH to edit your ACH.
To import an ACH file from the Home page

In the ACH Import portion of the Pay or transfer
section on the Home page, click Go to ACH. The
system moves you to the Payments & transfers page
and displays the Select External Transfer Criteria page
from ACH Manager.

To import an ACH file using the Go to ACH button

1. Click Home on the menu. The system displays
the Home page.

2. Inthe Pay or transfer section, click Show in the
ACH import section.

3. Click Go to ACH. The system moves you to the
Payments & transfers page and displays the
Select External Transfer Criteria page from
ACH.

To import an ACH file using the ACH import widget

1. Click Home on the menu. The system displays
the Home page.

2. Inthe Pay or transfer section, click Show in the
ACH import section.

3. Inthe Template name field, select the
template to use to import an ACH file. If only
one template is available, Business Online
automatically displays that template.

Note: The Company field and the Type field
only display when you have to select a
template in the Template name field.

4. Inthe Company field, select the Company
for which you want to import an ACH file. If
only one company is available, Business
Online automatically displays that company.

5. Inthe Type field, select the type of ACH file
to import. If only one file type is available,
Business Online automatically displays that

type.

N

Click Browse in the File field to select the file
to import.

Click Preview ACH to preview the ACH import.
Verify the ACH details and then complete one
of the following actions:

e Click Complete ACH to import the file.
After you click this button, the system
displays a confirmation message, the
details of the import, the Import
another ACH button, and the Print
button. Depending on security, Business
Online may present a security challenge
for you to complete before you can
complete the import. Click Import
another ACH to display the reset import
form to start another import. Click Print
to print only the details of this import.

e Click Edit to modify the information you
established for the import.

e Click Cancel to delete all of the
information you established for this
import and redisplay the reset import
form.
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To review and approve an ACH through the Home

page
1.

Sign in to Business Online using the
appropriate credentials. Business Online
displays the Home page.
If there are transactions to review, Business
Online automatically expands the appropriate
Review section below the Payments & transfers
heading on the Home page to expand the
Review section. If you have no transactions
to review, the system displays a message
under the Internal or ACH heading
stating there are no transactions to review.
Select the check box associated with the
transaction you want to approve or
disapprove.
Note: You can select the check box next
to the Description column header to select
all of the ACH transactions populating the
Review section.
Click Approve or Disapprove as applicable. If
a Security challenge window appears,
continue with step 5. If a Security challenge
window does not appear, the system displays
the appropriate successful or not successful
message. Proceed to step 7.
Note: Additionally, you can approve or
disapprove a transfer from the transfer
details overlay window. The system displays
the transfer details overlay window when
you click anywhere in the Description row
(for example, on the status or the amount),
the system opens a transfer review overlay
window. Click Close to close the overlay
window and return to the Business Online
Home page.

5. Complete the security challenge. Possible

security challenges include:
® One-time password: The Go3 tokens
use this security challenge.
Click Complete challenge to complete
the transaction. Click Cancel to close the
Security challenge overlay window and
not complete the transaction.

7. Sign out of Business Online.
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