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Portal Access

The Associated Connect portal allows users to access all Associated Connect services through an easy-to-use
single sign-in. To access the portal, sign in to Associated Connect directly from Associated Bank’s website at
AssociatedBank.com/Business or AssociatedBank.com/Commercial. The portal has been divided into three
sections:

T T

Account Details and Services
®) (Includes Account Balances, Account Transfers, ACH
Origination, Check Inquiry, Image Search Transaction
Activity, Positive Pay, Stop Payments and Wire Transfers.)
Account Summary Page
(Includes Ledger Balance, Available Balance, Collected
Available Balance, Float Next Business Day, Float 2+ Days
and Transactions and Details for each account)

o
o
S

le]

Banking

ACH Filter

Bill Pay

Lockbox

Remote Deposit
Checkview

Cash Management
FX Manager

Cash Ordering

Trade Services

o2 @ ) 5 ge

Export

Transmission and %

Reporting Document Center

I File Transfer
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To access Associated Connect, you will be required to verify your identity through one of two methods:

1. For clients who have access to high-risk services such as Bill Pay, ACH and Wire Transfers, you will sign in
with your username and password, and then will be required to verify your identity through multi-factor
authentication. Associated Connect users will be required to enter a unique access code generated by either a
mobile or physical token to gain access to the portal. Additional information about how to set up, use and
obtain a token from Associated Bank can be found in the Multi-Factor Authentication and Password
Management Guide or by contacting Customer Care at 800-728-3501.

2. For clients who only have low-risk services, you will sign in with your username and password. Periodically,
you will be asked a series of challenge questions to confirm your identity.

Associated Connect Portal

The Associated Connect Portal is the first screen you will see after signing in. This provides access to all of your
online banking services.

*@e . ®
?:? ASSOC'&tedCON NECT Paal @ firstname lastname &
Last sign in: August 16, 2018 at 224 pm. &
Banking Transmission + Reporting Cash Management ACH Filter
Automaticallly monitor
) o your accounts for
/7_? Account Details & Services Export E Lockbox E-z-:s:;:waln fraudulent
- :
wJ ACH Filter EI Document Center r: Remote Deposit
:", Bill Pay L 1| File Transfer '7?\ Checkview
5@‘% FX Manager
W g
(& - Cash Ordering
\z| Trade Services
Terms and Conditions Member FDIC Privacy Security
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Digital Archive

The Digital Archive service porvides secure access to all lockbox images and data. With Digital Archive you can
search and access images across your wholesale, wholetail and retail lockboxes as all images are now housed in
one central location. For further assistance in learning about or using the Digital Archive service, please contact
your Treasury Management Customer Care representative at 1-800-270-2707.

Getting Started

Check Computer Software

Below are the minimum software versions required to view images stored on the Digital Archive.

e Browsers
o Internet Explorer — minimum version is 9.0.
o Chrome
o Firefox

e Readers

o Adobe Acrobat Reader — Version 9.0 or higher

This software is available free of charge from the respective companies who create them. If you are unable to
download the software because of PC issues or your organization’s restrictions on downloading software, please
contact your desktop support group for assistance.

Entitle Users to the Digital Archive Service

Users must first be entitled to the Digital Archive service to access it. This requires two Security Administrators,
one to add the service to the user and a second administrator to approve/release the changes made. For detailed
step-by-step information on how to entitle a user to the Digital Archive Service, refer to the detailed step-by-step
information on how to entitle a user, found later in this guide.

Access the Digital Archive Service

To access the Digital Archive service, open the Lockbox Premier module within Associated Connect online
banking. Select Transactions from the main lockbox menu, then select Receivables, then Digital Archive from
the dropdown menu.

Home Page Dashboard Overview

The first screen you will be presented with is the Dashboard and it provides you with a rolling, 30-day graphical
trend, of your dollars deposited and associated items processed. From here you can access current and prior day
processed work, as well as a menu bar with the features you are entitled to view. To change the order in which the
information appears on the screen, select and hold the Heading Box and drag it up or down as needed.
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@ LTA Current E

|.nrkh—:~.x #Batches | #Items Amount l

. 111111 9 $1,239,501.61

Below is a description of the main areas of the home page.

1. The Group drop-down selection bar provides a search tool for clients with multiple lockboxes. You can enter
the name, partial name, or lockbox number for wholesale, or client number for retail for a quick look up. You
can also expand the selection tree and choose the lockbox or level to begin your search.

2. By selecting the Details icon, you will be taken to the window detailed ahead.

The Long Term Archive (LTA) function is used to view data and images for current or prior day.

4. By selecting the box preceding the lockbox or client number, you will be presented with all of your
transactions for the date selected.

5. The menu bar will display the features you are entitled to view. The following provides a brief description of
all menu options available:

A. Home - Returns the user to the home page from any page within the service
B. Daily Summary - Summary level detail and the capability to drill down to the batch and transaction
detail level
C. Modules:
a. Archive Search - Multiple search options for data and images
b. Daily Summary - Summary level detail with the capability to drill down to batch and transaction-
level detail
c. Download eCD - Virtually extract data and images based on a subscriber’s predefined frequency
such as daily, weekly, or monthly
d. Dashboard - 30-day graphical trend of summary data by amount and count as well as associated
functionality for modifying the Dashboard contents
D. User Guide - An electronic copy of this User Guide
E. Exit - Signs you out of the Digital Archive service

w
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To modify your view of the Dashboard, select Dashboard from the Modules menu.

Archive Search

Daily Summary
Download eCD
Dashboard

Select Settings.

@ LTA Current

| I Lockbox | #Batches I #Items ]

Amount

. 111111

2

9 $1,239,501.61
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You can remove a specific view by removing a check mark from Home or Dashboard on the configuration screen.

Dashboard Configuration ¥
Visible On
Home Dashboard
LTA 30-day Summary By Amount —> 1
LTA 30-day Summary By Count (¥4
LTA Current i ]
Cancel Save

Archive Search

The Archive Search screen provides the ability to search across all lockboxes and payment types, which a user is
entitled to access by the company’s System Administrator. This window contains all fields available for searching
transactions within the archive. The search criteria available to perform your search will depend on your access
level. At the highest level (i.e., the company level) the screen below is displayed and you can search at the
Transaction Level and Payment Level (check data). However, your Remittance Level search data will be limited
if you are searching across multiple lockboxes or searching across wholesale, wholetail and retail lockboxes.

At the transaction level, you can search on a specfic lockbox location where your work is currently processed
(e.g., Chicago).

Dialy Summary  Modules v User Gude v Exit
ABC Conporation H
Current Group: ABC Corporation
—— m *
[Transaction Level I ‘Saved Tomplates | Add Tempiate | E S
Date: |_F|1_|;ak E”Wﬂ
Batch ®; |F|:u.1h :”7
Tran #; [Equals |
Location: [Equals | [seect ]
[Remittance Level | Payment Lewel
Paymant Amit: [Eousls e
R J T:[Eguals M
DDA Namber: [Equals ~|
Chk Numbser: [Eq.laﬂs- 3”7

As you drill down and select lockboxes at a lower level (e.g., Wholesale) you may have additional fields to search
on (based on your specific lockbox data capture processing instructions) such as: Invoice Number, Invoice
Amount, and Remitter Name. When searching for data begin by populating the date field within the Transaction
Level search. The date must be in DDMMY'Y format. You can also use the pop-up calendar to select the desired
date. Other entry fields are optional to refine your search.
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Home  Daily Summary Modulesy  User Gude v Bat |
' 111101 - ABC Whokisaks Bax
Current Growp: 111111 = ABC Wholesale Bax
Transaction Lews | [ Sovc vorpties | A verpie NN sec | oo |
trate: [Equats ] [z roey 20 m
Batch #: [Equals = Ii
Tran ®: ;E“HI; ™ Ii
:I!rnlllunur Leneed IPd]rmr.nl L]
—:5' Involce Number: |Equals V ,7 Payment Amt: [Equals ke I—
——= iwoics Amount: [Equls ]| R/ T: [Eguals ]|
DDA Number: |Equals b |
Chk Number: [Equals =
% Rermithisr Mame: | Equals w I

Templates

You can create custom search templates, which can be set and saved for future use if needed. To create a new
search template select and populate the search parameters, then select the Add Template button on the top of the
screen. In this example, the date range from January 17, 20XX to January 20, 20XX with amounts less than
$1,000 has been selected for the template. Select Add Template to save the selected information.

searcn [T
[Transacton Level
Date: [Between 1 or/177200¢ =0 [ox/20720%% —
Batch Number: |Equals . I
Tran #: |Equals . I _
Remittance Level | Payment Level s “ S
Inveice Number: |Equals . I Paymenf Loss than IlUUU.Od
Invoice Amount: |Equals . I Amount:
R/ T: |Equals . I
DDA Number: [Equals . I
Check Number: |Equals . I
RemitterName: |Equals .I

Assign a name to the template in the label field and, if desired, provide a brief description of the settings. Select
Save to store the template. To prevent a template from being deleted, select the Locked checkbox. Once saved,
the template name and description will be displayed on the bottom. To access templates select Saved Templates
and the list of templates will be displayed in the search window. To select a template, select the template label
name and select Use to initiate the search for that template.

Templates »

Template saved.
Label: Less Than $1,000

|
Description:jweek of 1-17-20%] m E |

[ JLocked
Lock Description Last Execution Created
o Lessthan $1,000 Wesk of 1-17-2000¢ 117/ 200

Select Search after completing data fields for the desired search, or use an existing search template.

5: AssociatedBank



Page 10 of 22

6 w Results
14 Results. Time taken to complete the search: 00.05 seconds
2a —m ;'fﬁ’ate Batch Number Tran # Item Type Payment Amount R/ T DDA Number Check Number Client/Lockbox ID|~\; 1
=Z 5 O 20mrzz2 501 1 Doc 889.71 2222
%E [ 200x1222 3501 1 Doc 939.96 2222
2b =2 ] 20mx1222 501 1 Doc 522.00 2322
=1 [ zoxx1zz2 501 1 Check $2,351.67 43000261 123-4567 2760 2222
=B [] 201222 500 1 Doc 671.17 2222
3 =i [ 2061222 500 1 Check $320.17 43000261 123-4567 2764 2222
=] =] O 20%¢1222 500 1 Check $351.00 43000261 123-4567 2763 2222
E?F_—"“ [ 20:x1222 500 2 Doc 2225.13 2222
L = [ 20xx1222 500 2 Check £25.00 43000261 123-4567 2769 2222
4 = O 2001222 500 2 Chedk $1,000.13 43000261 123-4567 2767 2222
=S O 20¢iz22 SO0 2 Check $1,200.00 43000261 123-4567 2768 2222
fd_[;_l,_@? O] zoadizzz 500 3 Doc 921.07 2222
5 " = [ 2moi1222 500 3 Check $400.07 43000261 123-4567 2766 2222
= [] 20:x1222 500 3 Check $521.00 43000261 123-4567 2765 2222

In the Results window, the following options are available for you:

1. Select to sort by column header.
2. Check the column header box to view, save or export one or more transactions.

A. The data can be saved as a CSV file by clicking on the Export to CSV i icon.

B. Images selected can be saved as a PDF by clicking on the Export to PDF n icon.

3. Select the View Transaction = icon to view a single transaciton.
Select the View Transactions = icon to view mutlipe transacitons.

Select to view or add annotations. A yellow bubble =

with the transaction. A gray bubble
read existing annotations or add one of your own.

icon indicates that there are annotations associated

6. To begin another search select the Search tab at the top left side of the Results window.

Daily Summary

- icon indicates that there are no annotations. Select the icon to either

The Daily Summary allows activities to be researched in the Image Archive application by lockbox, batch and
transaction on any date or a range of dates spanning 10 days. Selecting Daily Summary from the Home page

menu to display the Daily Summary window.

CRAY N UEN L ockbox Summary | Daily Detail | Batch Detail/Contents | Transaction/Payment Detail

Lockbox Summary Level

Date: |Between ~ I

Lockbox ID: |Equals ~ I

Location: |Equals | |Select v

This search criteria allows a span of10 days.

In the Search Criteria tab enter the To and From date (for wholesale this is the deposit date), other desired fields,
and click the Search button (The default is current day). The results are displayed in the Lockbox Summary tab.

N
N
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5 Results.,
Lockbox # Process Date Total Iltems Total Checks Total Amount Total Batches
233332 2@mO1212 24 12 £14,181.77 1
222222 2001213 14 8 $6,169.04 2
233332 201214 18 9 %0,167.66 1
222222 200341215 28 8 $205,700.06 3
2322322 231216 3] 2 $2,853.42 1
Daily Detail

Selecting the actual lockbox number (ex: 222222 shown above), will open the Daily Detail tab, which shows
batch information. On the results screen, select Export Items to CSV File icon id to download all of the data for
a specfic lockbox/client for the day selected. The group level selected (Company or Lockbox) will determine the
amount of data that is returned for download. If you are at the Company Level a limited amount of data will be
returned, but at the Lockbox Level all data associated with the lockbox will be returned for download.

Home Daily Summary Modulesv  User Guide v  Exit

ABC Corporation
Search Criteria | Lockbox Summary RENVGEETE Batch Detail/Contents | Transaction/Payment Detail

| Lockbox ID Date Total Items Total Checks Total Amount Total Batchesi
111111 20170227 24 8 $452,000.36 2

Current Group: ABC Corporation

|2 Results.
‘ [d Batch # Batch Amount Batch Total Checks # of Items Batch Total Transactions Lockbox ID Location‘
= 1 $452,900.36 8 23 8 111111 Pittsburgh

= 90000 o 1 1 111111 Pittsburgh

Select the Batch number (1 is used in the example above) to be taken to the Batch Detail/Contents tab or select the

View Transaction icon to download the entire batch as a PDF file. In the Batch Detail/Contents window
there are multiple options available for viewing images and data.
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mm Daily Detail QEEEGEESFET GG LIT D Transaction/ Payment Detail

| Lockbox # Process Date
222222 200000125

| Batch # Batch Amount Batch Total Checks  # of Items  Batch Total Transactions  Client ID_ Location  Batch Typd

1 §9,167.66 9 18 9 2222 Pittsburgh Singles

9 Results, |

H "2 TranID Tran # Tran Amount Total ltems Total Checks Total Non ﬂm-cks]
= [] 53244555 i $500.00 2 i i
= | 5¥244556 2 §1,903.51 2 1 1
= [] Sx244557 3 £800.00 2 1 1
= ] $3244558 4 £750.00 2 1 1
= [] 53244559 5 $5610.47 2 1 1
= [] 53244560 i $1,200.00 z 1 1
= [] 53244561 7 $0.00 2z 1 1
= [] 53244562 8 $2,203.68 z 1 i
= | 53244563 9 $1,100.00 2 1 1

To export one or more transactions, select the corresponding check box(es) or select all transactions by clicking
the check box in the column header. The selected transactions are displayed to view, save, or export. To export
the selected images to a PDF, select Save to PDF icon in the column header. To save the data as a CSV file,
select Save to CSV icon in the column header.

Transaction/Payment Detalil

Selecting the Tran ID in the Batch Detail/Contents window displays the Transaction/Payment Detail window. For
example, selecting Trans ID 53244555 in the window shown above would provide the results in the
Transaction/Payment Detail window as shown below.

Search Criteria | Lockbox Summary | Daily Detail | Batch Detail/Contents [RIENEET LI TR IS8 =11

2 Results. Time taken to complete the search: 00.03 seconds
=]

3 [] Date Location Batch Number Tran # Seq # Item Type R/ T DDA Number Chk Number Tran Amt Payment Amt Primary Acct Alt Acct2

= - [ 20X¥X0125 Pittshurgh 1 1 1 Doc 600.00 600.00 304200199 274
= =[] 20¥X0125 Pittsburgh 1 1 2 Check 43000261 123-4567 2778 600.00 $600.00

To view all document and check images for a specific transaction, select the View Transaction = icon at the
beginning of the transaction row, which will display the check image as well as all related documents. The
navigation bar located above the image allows you to view all documents within that transaction. Selecting the
Page dropdown field will show thumbnails of the items, which can be selected individually to jump to that
specific image. You can click the forward button (double right arrow ») to progress through each document.
The other buttons allow the user to zoom in/out, rotate, and resize the images. The red PDF icon on the right saves
the selected transaction images and data in PDF format. The transaction data on the report includes all captured
check-based information, scanline, account, and invoice data.
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Home Daily Summary Modules¥y  User Guidev  Exit
|6 Results. Time taken to complete the search: 00.03 seconds |
™ ] Date Batch Number Tran # Item Type Payment Amt R/ T DDA Number Chk Number Lockbox ID Location |
= [] 20170227 1 1 Doc $0.00 111111 Pittsburgh
= = [ 20170227 1 1 Doc $0.00 111111 Pittsburgh
0] [] 20170227 1 1 Doc $0.00 111111 Pittsburgh
= =) [ 20170227 1 1 Doc $0.00 111111 Pittsburgh
e ] [] 20170227 1 1 Doc $0.00 111111 Pittsburgh
= =/ [ 20170227 1 1 Check $66,368.78 43000261 123-4567 6656 111111 Pittsburgh
M\ 4 Pagelofa~w co:)(':-—-[[]oe
. = 5 2 656
B i k. SRR . IO
oM PARIY 3 G6 368. 78
it 1150 hod AT AT o e &
jerteree s
g
R PR I
1HO0L 3000 26 42 L23IwLERET® GESE )
Transaction Detail
Date Tran # Bach# Tran Ami [Doc Group Client ID ‘Qnganization
PNIE0 2 Ton 24E5 .04 31 2772 2737 - ABC Eatall Cliamt
Lockboo # Consolidation Date BatchiD Consolidation #
OB10RI 12:00:00 36000 110202
E"
Location Reaceive Date Deposit Date
Pittsburgh [l ey [l ey
COUPONS COMESONIENCes
Hem# Sag¥ HemType Primary Acct Alt Acctz Alt Agctd Alt Acctd At ApotS
DociD AR AcchS ARl ActT Alt Acct8 At Aoetd Alt Acst10 PocketCutiD
1 - Coupon 335535553
31 5
z 4 Corraspondence
52
‘Checks
Payment Ami DDA Wumber RIT CNK Mumber Seq# liem Type [PockesCutiD DociD
Arcind
£2,4E5.04 123-4567 43000261 2782 3 Chack 11020220101 1

eCD Download

eCD is a value-added service which allows for a virtual extract of data and images based on a subscriber’s
predefined frequency (daily, weekly, monthly, etc.). If you do not have access to this service and are
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interested in subscribing to the eCD service, please contact your Treasury Management Officer. On the day
your eCD is ready for download a broadcast message will appear on the Home page in the Digital Archive.

Note: The eCD is available for download for 90 days after the creation date.

Home  Daily Summary  Modules

Welcome USER!

Broadcast Messages

Organization:
» 2222 - ABC Retail Client - Hello your November 20XX eCD is
ready for download

To access the eCD service select the lockbox you wish to download the eCD for from the group drop-down
selection bar on the top right corner of the Home page.

ABC Corporation

[zl =EABC Corporation
E Wholesale
111111 - ABC Wholesale Box
Retail

Select Download eCD from the Modules menu.

Weicome

Process Dae

Select the download icon to the left of the filename.
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eCD Downloads

S oboh K 2 A Rats

Tols P Total Trarsaiots

I ARG Ratal
Y BT

You will then be prompted to choose one of three options to save the file. By selecting Save, or Save as, you can
designate where you want to save the file. Save and Open will allow you to save it and immediately open the file

to view.
Save
1 S
Do you want to open of seve 2222-ABC Retallaip (118 ME) 7 Open $m - Save and open

Create a folder or designate a location, select a file type, and select Save to complete your download. In this

example, a folder has been created for the November data and images.

1% Save As |
i ‘;q\_‘—)v|- Desktop » - | 4 | | Search Desktop o
Organize * Mew folder B - (7]

4 .F Favorites = EF File folder &

Bl Desktop -
4 Downloads @ Internet Shortcut
= Recent Places
My Desktop Shortcuts
4 = Libraries |Ei | Shortcut
@ Documents
J’i Music
) B | Internet Shortcut i
[E=] Pictures F.
B videos £
MNovember 2000
File folder —
4 |8 Computer - A
File name: 2222-ABC_Retail.zip -
Save as type: | Compressed (zipped) Folder (*.zip) v]
L ~ Hide Folders — [ Save ] ’ Cancel ]

Open the designated folder where you have saved the data and images, which will save as a zip file.

Open the zip file.

ﬁ AssociatedBank
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mv L » Movemnber 200K » - - Search November 20XX e

Organize « Include in library « Share with = Mew folder =« [ @
¥ Eavorites Marme Date modified Type Size
| B Desktop I_iIJ 2222-ABC_Retail.zip 12/20/2017 8:08 AM  Coempressed (zipp.. 1,218 KB
& Downloads

%ﬂ Recent Places

7 Libraries
@ Documents
Jl Music
[ Pictures
i Videos

m

Run the file named “eCDViewer.exe”

(= | E |
@@v » Novemnber 20XX » 2222-ABC_Retail.zip »
Organize Extract all files =~ 0 @
¥ Favorites MName ’ Type Compressed size Passweord ...  Size
M Desktop 1 000000001 File folder
5 Downloads %] AccessDBProviders.dll Application extension 9KB MNo
%-l'_ Recent Places || appStylejson JSON File 1KE MNo
1% AxInterop.AcrePDFLib.dI Application extension 4KB MNeo
- Libraries %] BaseProvider.dll Application extension S5KBE MNo
@ Documents Database.mdb Microsoft Access Database 15KBE No
J' Music “l_% eCDViewer.exe Application 48 KB MNo
[&=] Pictures i =] eCDViewer.exe.config XML Cenfiguration File 3KBE Neo
m Videos r |55 icon_check.gif GIF image 1KE MNo
%) Interop.AcroPDFLib.dll Application extension S5KB MNo
%) itextsharp.dil Application extension 1104 KB Neo £
=] logo.jpg JPEG image 2KB MNo
%] XMLProviders.dll Application extension S5KB MNo

Select Extract All.

Compressed (zipped) Folders u

4 This application may depend on other compressed
files in this folder.

For the application to run properdy, it is recommended
that you first extract all files.

[ Etrmctal J|[ Run [ Cancel |

Confirm the destination folder is correct. In this example, the folder created earlier November 20XX is correct. If
it is incorrect, select the Browse button and locate the destination where you want the download to be saved.
Once completed, select Extract.
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Select a Destination and Extract Files

Files will be extracted to this folder:

Page 17 of 22

[V] Show extracted files when complete

{ CiDesktop\November 20XX\2222-

ABC Retail

|_Exract |

| Concel |

Next, go back to the folder you extracted the files to and select eCDViewer.exe again to launch the viewer.

(= | E S
lml 1 » November 20 » 2222-ABC_Retailzip »
Organize = | Bxtract all files | =~ 0O @
T'-\t' Favorites il MName . Type Compressed size Password ...  Size
B Desktop 1. 000000001 File folder
j Downloads AccessDBProviders.dll Application extension 9KE Mo
2 Recent Places D appStylejson JSON File 1KE Mo
Axdnterop. AcroPDFLib.dll Application extension 4KB Mo
[ Libraries BaseProvider.dll Application extension S5KB MNo
@ Documents 1] Database.mdb Microsoft Access Database 13KB No
o Music | [ET coViewerexe Application 48KE No
[E5] Pictures A eCDViewer.exe.config XML Configuration File 3KB Mo
B Videos r icen_check.gif GIF image 1KE No
Interop.AcroPDFLib.dIl Application extension 5KB MNo
itextsharp.dil Application extension 1104 KB MNe 3
=] lego.jpg JPEG image 2KB MNo
XMLProviders.dll Application extension S5KB Mo

The search screen provides access to multiple search options for data and images.
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Name: ABC Comoration
IblMessage

Search | Summary | Resuts - -m
Search =

Transaction Fields * Required Fields

Date: Equels - v ¥ ClientlLockbox D Eavas v

Bafch#  Eaals A v

m
k]
“4

Document Type:  Equets
Tran# Equsls v

Rl

Location

Check Fields Document Fields

Rl

o Account Number:  Eguss v
e : Invoice Number.  Equeis v
Account Number,  Equais -

Chk Number; ~ Equais -

In the Results tab all data captured for the transactions can be seen. To view the images select the check icon for
the selected row of data.

Search | Summary | Resuls

2Records

Image 1D Date SitelD (ClientLockbox D StatementCode TransAmount BatchAmount Batch # BatchType ftem Type Payment Amt Amourt1 Amount2 Amount3 Amourtd Amount5 A

[E01| 53244564 | 20171126 22 10 $100.00 851 Singles Coupon $100.00 123357 127542 0 0 100
_P (51| 53244564 | 20171126 22 100 $100.00 81 Singles Check $100.00 0 0 0 0 0

Select the Summary tab to view all batches processed for the date(s) selected. Click on the icon under Batch Print
to view all the images within the batch in a multi-page view. Click the Batch Number (854 in this example) to be
taken to the batch/detail contents.

Search | Summary | Results

Mz -

Process Date:

Lockbox: 772 M

Batch Print  Batch Number Batch Amount Transaction Count

i = 81 $100.00 1
|Co =] 852 10000 1
P £100.00 1
- $10000 1

= 853
E 854

Select the check icon in the Image column to view the image in a multi-page format. Select Payment ID number
to view the Transaction/Payment Detail window (53244564 in this example).
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Image Fayment |D Trans Amount H Checks H Stubs
b = —re 510000 1] 1
i —_— |:|| 53244555| s1m.m| 1| 1|
» |;|| 53244566 | $100.00 | 1 | 1 |
» |;|| 53244567 | 5100.00 | 1 | 1 |

The Results tab will show all the data captured for the transactions. To view the images, click on the check icon
for the selected row of data.

Search | Summary | Resuls

2 Records
Image 1D Date SitelD (ClientLockbox D StatementCode TransAmount BatchAmount Batch # BatchType ftem Type Payment Amt Amourt1 Amount2 Amount3 Amourtd Amount5 A
[0 53244564 | 20171126 o 100 $100.00 851 Singles Coupon $100.00 123957 127542 0 1] 10
[ 53244564 | 20171126 ] 100 $100.00 851 Singles Check $100.00 0 0 0 1] 0

)

Select Exit once complete.

Entitling a User to the Digital Archive and eCD Services

To setup a user for access to the Digital Archive or eCD, within the Associated Connect Lockbox Premier module
select Admin > Mange User Access, then select the Users link.

Manage User Access
Registration code l
Users
Search <
Action Usar ID Usar Mama Group Statuw Pending Action Last Updated User
Action 12345)lohnDoell lohn Doe Active 123455UPERUSER
12345lohnDoe02 lohn Doe Active 123455UPERLUSER
12345lohnDoe03 lohn Doe Acti 123455UPERUSER
Copy To
12345)lohnDoe04 lohn Doe Active 123455UPERUSER
Modify Profile
) 12345JohnDoe0s lohn Doe Active 123455UPERUSER
12345)ohnDas0s Iohn Dos Active 12345SUPERUSER
PRI 12345lohnDoel7 lohn Doe Active 123455UPERUSER

On the Modify User Access screen, select the Users tab. Then select Actions next to the user you want to add
access to, then select Modify Services.
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Modify User Services

Service Satus Pending Action Last Updated Datey/Time

Actions = AUTOMATED LOCKBOX [Enditled Moy 14, 2020, 12:49:07 PM EST

actions - [HGITAL ARCHIVE INot Entitled
0 EVENT MANAGER et Enbtied
RELATED BANE SERVICES Mot Entitled

Select Actions next to the service(s) you want to entitle the user to (Image Archive and/or eCD) then click Add.

DIGITAL ARCHIVE

Select All

D Inherit Image Archive for all IDs (3)

| x

O

OO LEX O

Close

Select the checkbox(es) next to the lockbox(es) you want to entitle to this user for in the Image Archive. The
Inherit Image Archive or all 1Ds checkbox will grant a user access to all lockboxes at all times (even when new
boxes are added in the future). Once your selection is made, select Save
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Modify User Services
9 Your changes are pending approval.
Search

Action Service Status Pending Action Last Updated Date/Time

Actions * AUTOMATED LOCKBOX Entitied Mow 14, 2020, 12:49:07 PM EST
Actions ~ DIGITAL ARCHIVE ADD PENDING Jan 29, 2021, 2-29:55 PM EST
Actions = EVENT MAMAGER Mot Entitied

Actions ¥ RELATED BANK SERVICES

The status for Digital Archive for this user will now read Pending.

7\ AssociatedBank (s

Reporling  Admin

Manage User Access

Registration code

Activity

Q ¢
Action [[5] Naime Type Stalus Panding Action La# Upcisted User
Actions = WCODE JOODCODONEN User Pending Modify Service OO0

Ruject

View Changes

At this point a second Security Administrator will need to release the entitlement changes. Once logged in the
second administrator can click on the Task Central link that says Manage User Access, or can navigate to Admin
> Manage User Access. Then in the Activity tab, select Actions, then Release. You can also select View
Changes if you would like to see what permissions were changed before releasing.

== D Release

m Enter User/ Group 1D ‘ | OR  Select a user/ group from the list below
m — ListofIDs
My Profile .
D Name 1D Type Status Action Last Updated User
Customer D View 111114BC John Doe User PENDING Relesse = Rejecl CBA@11111
User D Setup
11111CBA John Doe User PENDING Release ~ Reject ABC@11111
Group ID Setup
11111DEC John Doe User PENDING Release = Reled ABC@11111
Audit Report
11111CDE John Doe User PENDING Release  Reject ABC@11111
Pwird Violation Rpt — —
D Report M111EFG John Doe User PENDING Release = Reject ABC@11111
11111HJ1 John Doe User PENDING Release  Reject ABC@11111
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A pop up box will ask if you are sure you want to release these changes. Select OK. A confirmation of the
release will be displayed. Once this step is completed, the user will have immediate access to the service(s) that
were entitled.
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