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Welcome - Online System Security

Welcome to Cash Management! Whether you're at home, at work, or on the road, we're here for you 24 hours a day, 7 days a week, 365 days per year with
our any time, all-the-time online services.

Sound management of banking products and services, especially those provided over the Internet, is fundamental to maintaining a high level of public confidence not only
in the individual bank and its brand name but also in the banking system as a whole. There is no need to be overly concerned about conducting banking transactions online.
Cash Management is very secure. The Board of Directors has established sound physical and internal controls within the financial institution, data processing department,
and any related e-banking areas to ensure the accuracy, integrity and confidentiality of all information processed online.

Key components that help maintain a high level of public confidence in an online environment include:

Passwords

Before you access the Cash Management system, you are required to enter your personal user ID and password. Without the proper login, you cannot see or use any Web
pages within the service. After the initial login, you are then required to change your password for confidentiality. In addition, periodic password changes are required by the
system. And you can change your password at any time on your own.




Account Number Masking and Aliases
While the full account number is displayed, it is only visible to the logged-in user. In all transmissions between you and the bank, the account number is never transmitted, only the
account alias. You can assign aliases to your accounts so that when account information is transmitted to you, you will be the only one able to identify the account.

Secure Connection - SSL Data Encryption

Each time you access your online information, the connection is automatically converted into a secure Internet communications session. Utilizing 128 bit Secure Socket Layer (SSL)
technology, all transmissions of Web pages and data between our systems and your computer are completely encrypted or ‘scrambled’ so they are unreadable to any person or
group that may try to ‘intercept’ the transmission. SSL encryption is the industry standard and is widely used in Internet applications that require security and privacy for sensitive
data. For added security, a digital certificate is also issued between our systems and the Service Bureau processing center for daily data transmissions.

Physical Security

There are also security precautions related to physical security. This includes issues related to direct dial-in access through a private network versus Internet access. State-of-
the-art firewalls (a combination of hardware and software between two networks to control traffic in both directions) are used with the Internet banking system as yet another
security measure to cover physical security.

So, as you can see, the precautions that are taken with Cash Management security are created by multiple security elements and measures that work together to provide you
the most secure environment available today.




How to Use this Guide

Preparation Before Logging In

This Quick Start Guide is designed to walk you through each step of the Cash
Management process, from how to log in to how to make a wire transfer.

Each feature is illustrated by a screen shot and step-by-step instructions on
how to use each feature.

It's a lot easier than you think to get started. Help is always either a quick
e-mail or phone call away!

Account Detall @ [ai

Accaunt Time Pariod  Activity Display
Chacking 1748 1615128 26 9] |30 Doy View (9] [A Aciity %] s

Account Checking-0740 - 16151228 2%

Avallable Batance. S16,161,220.28 File Type Delisiter
Current Balance $16,161,220.28

Dates. 42412008 thru S24/2006

MSManey L

Pending Transactions
i

Posted Transactions

Dt [ —
ATH GRS ACcEse 530 I0101.2870

Inherest Eamed 720081 FRLIE= T
SCWamenance Fre 50 EATEr T
ATW CARD ADCESS -
o sxm SIE 4T RS

imhorest Eamea 725707 15143 38

Getting started with Cash Management only takes a few short minutes. It's very easy and
fast. You'll be up and running in no time! The first step in getting started is gathering together
the appropriate paperwork to make your first login as simple as possible.

Be sure to gather the Cash Management welcome letter that you received from us.
This letter is important because it contains your user ID and password information.

2 Also gather together your most recent statement for each account you'll be viewing
online, so you can easily identify the account numbers and choose a ‘nickname’ for
each account.

3 Ifyou have already signed up for Bill Pay, be sure to gather together previous bills in
order to enter your payee or biller information. (You'll only have to do this once!)

Next, logon to the Internet and go to our home page. The home page can be found
at www.fbsw.com.

From the home page, select Online Banking, and follow the instructions.
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Login to Cash Management

ONLINE BANKING

Enroll for Qnline Banking

Username: |
Password: |

Eorgat your password?
Online Banking Diemonstration

. Toenrollin Bill Payment, you can click the ‘Bill Payment' menu option and then click *Yes, Enroll
Me', accept the Bill Pay agreement and Bill Payments should be activated within 24 hours.
You may also contact a personal banker at your local branch and they can assist getting you
enrolled for Bill Pay.

2 Typeinyour personal User ID and password that you received from your local branch where you

signed up for Cash Management. After the first login, you will be asked to reset your password.
This ensures your password can only be identified by you and offers an added level of security.

Helpful Hints
Your new password must be at least 6 characters, one of which must be numeric.
To offer additional security, you will be asked to change it annually. By clicking on
‘Administration’ and then ‘Change Password’, you can change it any time and however
often you wish.




Account Overview

The ‘Account Overview' is the first screen you will see once you login to Cash Manage-
ment. You will see Assets, Liabilities and Investments that are held with us.

1 All features available in the Accounts section will be listed in the menu the left side
of the page. Just click on any feature in the window to go to that area.

2 The ‘Available Balance’ shows the funds available including all pending transac-
tions that have recently posted. If you have Overdraft Protection and/or Overdraft

Privilege on your checking account, the Available Balance will reflect the dollar
amount established for your account.

3 Your ‘Current Balance’ shows funds available except those still pending within the
Online Banking system.

4. The ‘As of Date’ shows you the last time your account information was updated.
So you can always be one step ahead of your finances!
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Account Detail

By clicking on an individual account link from the ‘Account Overview’ page, you will be connected to the
‘Account Detail’ for that specific account. The ‘Account Detail’ shows an information profile for every account
you have with us, and shows transaction detail for all Cash Management-enabled accounts* held at the
bank. So you'll always have an updated record of the activity in each account.

71 You can also access the ‘Account Detail' screen by clicking the link in the *Account Summary’
window on the left side of the page.

2 The ‘Account Detail' itemizes every transaction and activity that has occurred in that account for
the time period that you select. Since the information is updated daily, you can conveniently check
your account balances and transactions any time you'd like, day or night.

*Account Detail information will only be shown for deposit accounts. Loan accounts, as well as CDs
and IRAs will show the account profile information only.




Export File

Budgeting can be done instantly when you combine the use of personal financial management software such
as Quicken® or Microsoft® Money and Online Banking. The ‘Download'’ feature lets you quickly and conveniently
download your current account information from your Cash Management pages directly to your software. No
more hand keying every line item, it all can be copied automatically within minutes.

7] From the ‘Account Detail’ screen, select the account from which you would like to download data.
2 Selectthe Time Period and what type of activity you wish to download.
3 Choose the file format for your specific software program from the drop-down list. Click ‘Download’ to

proceed. If you are asked to Save or Open the exported file, we recommend saving the file (name it the
date of the download) and then opening or importing it into your software program.

Helpful Hints

Be sure to check to see which file format matches the software you use. You can choose from QIF, QFX,
IIF and QBO file formats. QIF is for Microsoft® Money users (version 2000 or higher), QFX can be used
for Quicken 2004 and above. IIF and QBO is used to export into QuickBooks.
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Account Statements

If you need a copy of your statement for any reason, Account Statements lets you pull up past and
current statements and print them without ever picking up the phone.*

1 Click ‘Account Statements’ under Account on the left navigational menu.

2 The system opens a separate browser window displaying the Account Statement for the
month selected.

3 Once you've accessed the statement, simply click ‘Print'.

*eStatements are only available if you have elected to stop paper statements through
acceptance of the eStatement agreement.




Cash Position Report

Cash Position Report@ The Cash Position Report is used to display an overview of the short-term pending payment flows

thereby improving the ability to make important cash management decisions.

Fortfolie
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1 Click ‘Cash Position Report’ under Account on the left navigational menu.
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Account Transfers

With online funds transfer, you can move money from one account to another in just an instant, any time
you'd like, in the middle of the day or the middle of the night. All it takes is a few short key strokes!

1 ‘Enter Transfer'is the first option listed under the ‘Account Transfers' menu located on the left side
of the page.

2 Click on the ‘From Account' drop down list to pick the account you want the money to be taken from.
All of the deposit accounts and their available balances you have with us should automatically show
up on this list. Then, click on the ‘To Account’ drop down list to pick the account you want the money
to go into. Your available balance for each account will show. You can also set up loan payments
using this feature.

3 Type in the amount that you would like transferred and the date that you would like the transfer to take
place. You can also enter a description of the transfer.

4 Either way, when you are done, click ‘Submit' to process the transaction.

Helpful Hints
If you selected today as the date for the transfer (before 7 p.m. CST), it will be processed
immediately, otherwise it will be processed on the date you selected for the transfer.

Enter Transfer 8

Templats
[-Fleaze St =

From Accouin’

[ S .
Ta Accownt’

BT .-

Anenr” Effective Dats’

fi : [ia =)

Transfer Description
" Requied

TraTaters o Sl Derore B 00 PM CST on weekotays wil be Cecid 10 your account on e Sams iy
The Eomrpletion of this transher is subject in xvalsble funds at the tme of frel processing, Fyou do not hae
orach s SAIaDK FUrks, 00 Sy INCLE BN UM Cient s foe




Recurring Transfers

You also have the option of scheduling repeating funds transfers to take place automatically. Al it

q Recurring Transfers@ =
takes is a few short key strokes!
1 Click on ‘Recurring Transfers'. Any recurring transfers will be listed here.
2 To create a new Recurring Transfer click on ‘Create New Recurring Transfer'. TR R AT B T Gt D it
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ACH Batch

You can save time and effort by creating several ACH Transactions such as Direct Deposits for
payroll and processing them as one set! You can create a new batch, edit an existing one or copy
or delete batches if needed.

Templats
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From the ACH submenu, click on ‘Enter ACH Batch’. Batch Typa

|- Pleacs Eaact - E|
Select the company from which the batch will be debited by selecting it from the portfolio drop- S
down box (if applicable).  Receie 3 Payment
Enter the ‘Batch Name'. This is strictly for your reference. If there is a ‘Batch Template’ avail- Offcet hocouns E Etactiv Date
able, select that as well. [P ler L 2
Select a ‘Batch Type’ from the drop-down list. The Batch Type determines the payment options e R

available.

Select ‘Send a Payment' or ‘Receive a Payment’. Payment options are dependent on the Bank
ACH setting and the Company ACH setting.

Select the ‘Offset Account’ from the drop-down list.

Enter the ‘Effective Date’ for the ACH batch manually or by clicking on the calendar.
Enter the ‘Entry Description’.

Click ‘Submit’. You will be taken to the ‘ACH Transactions'’ screen. (See next page)
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Helpful Hints

Template’ function on the ACH submenu.

You can save your frequently used ACH Batches as templates using the ‘ACH




ACH Transactions

The ACH Batch is not complete until transactions have been entered on the ACH Transactions page.

1 Enter the details of each ACH Transaction that you wish to add to the batch

ACH Transactions@ froe ]
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2 Click the ‘Add Transaction’ button to add the transaction to the ACH Batch. To add further
transactions, repeat steps 1 and 2 as needed.
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3 Whenall transactions have been entered, click ‘Submit’to save the batch. An ACH Confirmation
screen will appear listing all of the transactions that have been saved to the batch.
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ACH Activity

ACH Activity ®  Youhave 1 urvead messags. Click bars to read it

From the ‘ACH Activity’ screen, you can view, approve, release, modify or cancel an ACH Batch.

1 Select ‘ACH Activity’ from the ACH submenu.

2 Click on the ‘View', ‘Approve’, ‘Release’, ‘Modify" or ‘Cancel’ hyperlink next to any batch.

3 The 'Status’ will change, based on your selection.

Helpful Hints

If you are limited by dual control, you will not be able to approve and release the same ACH Batch.
Another user will be required to release the batch you approve.




ACH Import

The ‘ACH Import’ page allows you to import an ACH Batch for processing. ACH Batches can be imported
from a standard NACHA file, a NACHA file without file headers, a NACHA file with transactions only

or any file format you wish to define. Import ACH Batch®a =
1 From the ACH submenu, click on ‘ACH Import’. Then, click on the ‘Import File’ hyperlink. Pl Format
o 3
2  Select the appropriate ‘File Format' from the drop-down box. Hetien
& Create Mewy Batch © Create New Template
3 Select the appropriate ‘Action.’ o i Esietrg Bt M :
BCH Bamoh
4 Ifyouselect ‘Add to Existing Batch’ or ‘Update Existing Batch’, you will need to select the ‘ACH e E
Batch’ to perform this action against. . 0 -
lect the ‘Batch Type’. s
5 Select the ‘Batch Type | i E
6 Under ‘File’, enter the path name and ACH file name or click on ‘Browse’ to locate the file. Sw_«n_,
Requred
/  Click ‘Submit'. The ‘ACH Import Results’ screen displays confirmation that the data is being

imported. Then click ‘Continue’ to complete the import or ‘Cancel’ to start over.




ACH Import File Formats

The ACH Import File Formats screen displays all ACH Import File Formats you have created for your
company. From here, you can create, modify or delete an ACH Import File Format.

ACH Import File Format 8 ==

1 Onceinside the ‘Import Formats’ screen from the ACH menu, click on ‘Create A New Format'.
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Wire Transfers

Within Cash Management, you have the ability to send both domestic and international wires.*

1 From the Wire Transfers menu, click on ‘Enter Wire Transfer’.
2 Fillin all of the required fields.

3 Click 'Submit'. You will receive a confirmation screen with your wire transfer information. If you
are not limited by dual control, your wire will immediately go into a status of ‘Pending’. If you are
limited by dual control, another user who has review/release rights will have to approve/release
the wire so that it can be processed.

* A commercial wire transfer agreement must be executed and accepted before wire transfer
access will be granted.

Enter Wire Transfer @

Tipe
= Domestc
© neamational

Aecount Tempiste

- Plsea Saict - =] [-Peaza G E|
Mame"

—

Amount’

Ascount Humber*
Ascount Nase
P —— P4

Bank Mams* [
ddrass [
City, State Postal Code’ [

Bank D Code [Pirazs Eabeet- =]
Mentifier

ank Hame
Address 1

Chty, State. Postal Coda

Rdditiansl infarmatian |

T Regured
Fliase note that wire wansters made stter 300p.m sy ot be processed undl the falowing busingss dey




Wire Transfer Activity

Wire Activity @ You hewe | unraed massage. Click fere b raed it

From the ‘Wire Transfer Activity’ screen, you can view, approve, release, modify or cancel a wire

transfer.
1 Select ‘Wire Transfer Activity' from the ‘Wire Transfers’ submenu.
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2 Clickon the ‘View', ‘Approve’, ‘Release’, ‘Modify" or ‘Cancel’ hyperlink next to any batch.

3 The ‘Status’ will change, based on your selection.




Positive Pay - Issued Items

With Positive Pay, you can review any item that has been identified as an ‘exception’ to the Issued
Item file.

1

o0~ wWN

From the ‘Positive Pay’ submenu, click on the ‘Issued Items’ hyperlink.
Select the ‘Account’ from the drop-down list for from which you wish to issue the item.

Enter the date of the Issue Item in the ‘Issue Date’ field manually or using the calendar
view.

Enter the ‘Check Number’ and ‘Amount’ of the Issued Item.
Enter the ‘Payee Information’ of the Issued Item.

Click ‘Submit’ to save the Issued Item to the Issued Items list. If the date of the Issued Item
is within the search criteria, the Issued Item appears in the list of Issued Items.
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Positive Pay - Exceptions

From the ‘EXCEptIOHS' Screen! yOU can manage pay and return deCISlonS for posmve payment The E_u_rrem time is 3:20 PM th_e !:utnfft\me for making Ex:ept_mn decisions is 5:15 PM. You have 363 minutes
exceptions. You can review Positive Pay exceptions, decide to pay or return a submitted check remaining. Your exception decisions may not be the final decision after bank pracessing
and review posted items. Portfolio

1 From the ‘Positive Pay’ submenu, click ‘Exceptions’. [THE ARLTON REALTY covPany ]

Account™

Checking-2007 - 152683343~

Advanced Filter

2 Click ‘Pay’ next to the item that is listed in the Exception Items list.

3 Click ‘Return’ next to an item that is listed in the Paid Items list. 9 ohoeAliams
O Amount Range Start Check Number = End Check Number ™
@® Check ar Checks 1 999 ‘
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Pay Bills

ACCOUNTS
ACCOUNT TRANSFERS

Enter Transfer

Transfers

Transfer Templates
BILL PAYMENT

Bill Payment

e L LS

STOP PAYMENT

In addition to monitoring your accounts online, transferring funds, and checking current balances, you can also
pay all of your bills online. It's easier than you think to get started. Set-up takes just a few minutes. You can pay
anyone from your newspaper carrier to your mortgage company, any time you'd like, morning, noon, or night.

1 When you are ready to enroll in Bill Payment, simply contact your nearest branch to sign up for this
service or Bill Payment can be activated by accepting the Bill Pay agreement after you have clicked
Bill Payment from the Online Banking menu bar and clicked Yes, Enroll Me. Your Bill Payment service
will be activated within 24 hours.

More detailed information about the Bill Pay service is found in the Bill Pay section of the guide featured
on the following pages. There, you will find information on how to login, set up payees for the first
time, make a payment, and much more!




Stop Payments

‘Stop Payments' allows you to conveniently perform an online request that a stop be placed on a payment
that has not yet posted to your account. You can enter a stop payment or view any outstanding stop
payment requests from the Stop Payments sub-menu.

Enter Stop Payment®

1 Select the type of Stop payment that you are requesting. There are three options available:

Account™

- Piraee Sait- C * Single Check - stop a payment on just one check.
Dl Oheck * Multiple Checks - stop payment on multiple checks.
5 Chock e

+ Check Number Range - if you have lost your checkbook, this option is recommended.
Contact us if you have any questions on which option would work best for your situation.

Fenue Dabe™

=
Chack Numbar™ Rewsen 2 Typein the original date that the payment was supposed to be posted. If you would like you can
e F:: . also type in the payee and select the reason from the drop down box.

3 Whenall fields are complete, click ‘Submit’ and the request will be submitted. A confirmation
(] page displays once your request has been processed.

Your scoourt maey be charged B Tee Tor this sendce

Helpful Hints
Submitting a stop payment is a request only, it does not automatically stop the payment online. The bank will receive a report of
your request, and will begin working on the stop payment.




View Messages

Online Banking offers you a method to securely contact us when you have questions
or answer an e-mail from the bank.

7 Click on ‘Inbox' from the Messaging Sub-Menu to view all messages from the G Subie Date _ Status
bank.

2 Click on the ‘view' link of any message to read the message. You may also
choose to directly reply or archive or delete your message. Archive moves the
message from your inbox to your archived items.

3 To send a new message, click on the ‘Create a New Message’ link. Simply follow
the on-screen instructions.




Change Password or Account Aliases

ACCOUNTS
FETATEN Cange Password @
BILL PAYMENT
MESSACING
s |

Current Password”

New Password*®
[
Confirm Password”™

In the ‘Administration’ submenu, you can change the password to access your accounts. You can also rename
your accounts here at any time.

7. Inthe left navigation bar, click on the ‘Change Password' link. Follow the on-screen prompts and click on
‘Submit’.

2 Tochange your account name or alias, select the ‘Change Account Name' from the left navigation bar.
Follow the on-screen prompts and then click on ‘Submit’.

= Change Account Name @
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Helpful Hints

When you change your password, remember that it must conform to the following:
Passwords are case sensitive and they must contain at least 6 characters, one
of which must be numeric.




Account Notifications
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Have you ever wished that you could receive an automatic notification when your account has reached a certain limit
rather than having to call or stop into the bank each time? Well, with the new ‘Notifications’ feature, the system performs
this task automatically for you, notifying by text message to your cell phone or by e-mail whenever the balance exceeds
the limits that you set.

Each alert is associated with a single account, and may be based on either the current or available balance. You can
indicate if you wish to be alerted when the selected balance type is greater than, less than, equal to any specific amount
you would like. You can also set more than one notification for each account (a high balance limit and a low balance
limit, for instance).

Not only can the notifications feature notify you about balances, it can also notify you if you receive a message from us
through the Online Banking environment.

To access Notifications, click on ‘Notifications’ from the Administration sub-menu.

7] Toadd an alert, just click the ‘Create a new Rule’ link. Then make the appropriate selections from the
options presented.

2 Youcan edit or delete any notification by clicking on the appropriate link on the Notifications page. Then
pick the account and alert type and click ‘Continue’.Then, follow the prompts on the next page to finish
setting up your alert based on the type you select and click ‘Save’. Once an alert is added it will be shown
on the ‘Account Alerts’ page.

3 You can edit any account alert by clicking on the underlined account name. Just make the desired
changes then click ‘Save'.




Company Administration

From the Company Administration area, you can view, modify, add or delete authorized users and

Sompsipy Admintsiration e associated accounts. You can also see the credit, debit and wire limits for the company.
Partfolls ACH Originating Cradit Dally Limit:
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Oriinating Wires Dy Lie: 1 Click on ‘Company Admin’ from the ‘Administration’ submenu.
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(2830 O ko7 Urar Qo o e 2 To add a new user, click on the ‘Create a New User’ link.

Accounts
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From here, you can modify a user, change their password, lock them out of the account or
modify their security settings just by clicking on the hyperlink.




Customer Service Information

ACCOUNTS

ACCOUNT TRANSFERS Contact Us@

BILL PAYMENT

£100 PAMENT Under ‘Customer Service', you will find a way to contact us. You can also give us your most up-to-date address
= Email . a
(:SET:J":EI:!:;:?(NE This is a Contact Method. information.
— 1. Clicking on ‘Contact Us' from the ‘Customer Service’ submenu will display the different methods that you
Call us at 555-1212 can contact us. For example, this is where you can find our phone number or fax number.
LATORS
LOG OFF Secure Messaging

2 Byclicking the ‘Change Address' link in the sub-menu, you can send us a request to have the addresses

This is our favourite method. X N N X
on your profile updated. You can select as few or as many accounts as you wish for this transaction.

cranonAesss Helpful Hints
o™ Changing information in the ‘My Profile’ section of Online Banking and Bill Pay will not update
P P information at the bank.
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Request Check Copy

ACCOUNTS You also can order a copy of a check from the ‘Customer Service’ submenu.
st i LAt Request Check Photocopy @ .
EILEPATME N 1 Click on ‘Request Check Copy’ to send us a request to make a copy of a check.
STOP PAYMENT
MESSACING
R 2 Tofulfill your request, enter as much information as possible to minimize the time between when you
S— make the request and when we can send the result of our search.
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. 3 Then click ‘Submit' to process.
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Reorder Checks

Reordering checks can be done easily and quickly online. You have the option of simply placing a reorder, or
even changing or upgrading your check design.

T | order Checked
BILL PAYMENT
e When you click on ‘Reorder Checks’ under the Customer Service menu, you are taken directly to the check

soumnnon vendor site (Clarke American). The instructions on the site are step by step and will guide you through the
check order process.

Account*

Quantity * Starting Check Number *
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Helpful Hints

An important note to remember is when ordering through Clarke American, you will need your
bank routing/transit number, your checking account number, and possibly the next starting check
number before you can place your order. If you have never ordered checks with us through
Clarke American you will need to contact your nearest branch and speak to a Personal Banker

to establish your order.




Help

Account Overview

2]
\ Help

Help is just one click away! Anytime you're within the Online Banking pages and have a question on a particular
area, just click the Question Mark at the top of every page. Whichever page you are viewing just prior to clicking
help, will show up as the help topic. For example, if you are viewing your messages, and click ‘Help’, help topics
for the Mail section will be shown on your screen.

Helpful Hints
If you would like to speak with an Online Banking Customer Service Representative call the number below,
or send an e-mail to the address below.

(800) 944-9561 customersupport@fbsw.com




