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First Time Login

Step 1

Open your enrollment email and click Join

Step 2

Chnganizabion Uoes Irdlation
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{ Bank of
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Jain BANK OF PONTIAC al Bank of Pontiac,
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Create your username and password. Click Create and sign In.

Creale your account 1o join BANK OF PONTIAC
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Step 3

Review the information regarding registering for two-factor authentication and click Get
started. Choose how to receive your two factor authentication codes:

e Voice or text message: Enter your phone number and choose to receive your code via text
or phone call. Enter the code you receive.

e Authy: Enter your email address and phone number and then choose how to receive your
codes. You can choose text, phone call, or you may download the Authy app. Enter the
code you receive.

e Authenticator app: Open your authenticator app and either scan the QR code or enter the
code that appears manually. Enter the code that generates on your app.

¢ Symantec VIP token: Download the VIP Access app from Apple or Google Play or grab
your physical token. Enter the serial number or credential ID from your token. Then enter

the code that generates.
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Step 4

Click Done and accept the Terms and Conditions.
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Account Recovery

Use these steps to reset your password and/or retrieve your username.

Step 1

Navigate to our website and click Login. Select Reset
Password

Step 2

Enter your username and email address.
IMPORTANT: Email must match what is on file.

Step 3

Choose to receive your instructions via email or text.

Business Digital Banking 7
User Guide
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Step 4

e Email: Open your email. Your username will
appear in the email body.
Click Reset Password if applicable. '

Pasewad nesri s o

e Text: Open your text and click the link. T _
{ Bank of
M- Pontiac

Hs Fma.
Yiou requasied 1o updabe pour passwand for
your profile ‘LUsari'.

Step 5

Enter the code you receive and create a new password.

Reset password

Dashboard

This is your landing page where you can access your accounts, review recent activity, and move
money.

Business Digital Banking 8 © 2024 Bank of Pontiac
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Default Layout

1. Accounts - Displays accounts including balance, status, and last four digits of account
number.

Quick Action Buttons - Click a button to jump to that feature of online banking
Transactions - Displays recent activity on all accounts

Messages - Displays conversations between you and support representatives as well as
alerts and bank messages.

5. Transfers - Displays scheduled transfers and a quick link to Make a Transfer.

6. Bill Pay - Displays recent activity and quick links to Pay a bill, Pay a person, or Manage
payments.

7. Card Management - Displays debit cards that are linked to your accounts. Select a card to
toggle it on or off, report it lost or stolen, or reorder.
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Organize Dashboard

Use this feature to add, remove, or reorder the cards on the dashboard.

Step 1
Click Organize Dashboard.
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Step 2
1. Click and hold the 6 dot icon to drag and drop the cards to the order you prefer.

2. Click the X to remove a card from the dashboard.
3. Click + Add a card to browse available cards that may be added to the Dashboard. Select

any you'd like to appear and click < when finished.
4. Click Done once the layout suits your needs.
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Organize Accounts

Use this feature to change the order of your accounts on the dashboard or update how the
account information is displayed.

Step 1

Click the ellipsis icon next to the Accounts section, then
select Organize accounts.
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Step 2
Click and hold the 6 dot icon to drag and drop an account to the order you prefer, then click
Save.
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Account View
Use this feature to change what account information is displayed on the dashboard.

Click the ellipsis icon next to the Accounts section choose from one the View options:
e Compact: Displays accounts in a single row. Only three accounts will appear at a time.
e Expanded: Displays accounts in two rows. Up to six accounts will appear at a time.
e Totals: Groups accounts together based on type such as Cash, Borrowed, Credit Balance,
and Investments. Displays the total balance for all accounts in each group.
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Use this module to start a conversation with the institution, review alerts, and access
informational messages from the institution.
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Start a Conversation
Step 1

Select Messages from the navigation pane or navigate to the Messages card on the Dashboard.
Click Start a conversation, Send us a message, or select the New conversation icon.

Messages
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Step 2
Type your message in the field. Click the + to add transaction, account, or payment details to
your message. You can also attach images or other files. Click Send when done.

Messages
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Close/Delete a Message
Select the icon and click Close conversation. Closing a conversation deletes it.

Messages
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Accounts

Select Accounts to see a listing of all the accounts tied to your online banking ID.

Account Information
Select an account from the Accounts page or from the Dashboard.

1. Download into CSV, TXT, OFX, QBO or QFX format, print, or search transaction activity.
2. Review recent account activity.
3. Quickly access other features for this account.
4. Review account details such as account and routing numbers, account owners, and
important dates.
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Transaction Details

Select a transaction to view additional information.

Add a tag to categorize the transaction.

Add notes to accompany the transaction description.

Review check images or add an image such as an invoice or receipt.
Attach the transaction details to a conversation with the institution.

NN

eStatements

Enroll for eStatements to stop paper documents from being mailed. You will receive an email
when your electronic document is available to view. eStatements are available online for 18
months.

Business Digital Banking 16 © 2024 Bank of Pontiac
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eStatement Enrollment

Step 1
Click eStatements from the Accounts page or the Dashboard and accept the Terms and
Conditions.

» oo
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Step 2

Choose the account(s) and click Enroll.

£ eStalernEma
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Step 3
Select a document to download and view. You can click the filter icon to change the type of
document, year, and account.

eStatement Enrollment Changes
Need to make changes to your eStatement enrollment?

Step 1
Click Settings.

5341.24
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Step 2
In the eStatements section, select Advanced settings.

b, Swrons de
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Step 3

Update your account enrollment or set up an additional person to receive eStatements on your
accounts.
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Stop Payments

You have the option to place a Stop Payment on either a single check or a range of checks via
Online Banking. The Stop Payment Service Fee is displayed before finalizing the request. The
stop remains active for six months, after which the payment(s) may proceed as normal. If you
need assistance, wish to cancel a Stop Payment before the six-month period ends, or need to
stop an ACH or recurring debit card transaction, please reach out to the bank by phone or
through a Secure Message.

Place Stop Payment on a Single Check

Step 1
Select Stop payments and select + Stop a payment.

-~ oE U 1 b
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Step 2
Choose A single check.
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Step 3
Complete the details.

D pareerin

Place a Stop Payment on a Range of Checks

Step 1
Select Stop payments and select + Stop a payment.
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Step 2
Choose a range of checks and complete the details.

Alerts

Set up alerts to be notified about your balance or certain transactions.

Set up Balance and Transaction Alerts

Step 1
Click Alert Preferences and select Balances, transactions, and deposits.

i T - ==':-f. Drlniin
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Step 2
Choose Balance or Transaction and click + Add alert.

‘ :!.. o

Step 3
Complete the details and select how you'd like to receive the alert. Click Add alert.
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Set Up Business Activity Alerts

Step 1
Select Cash Management from the navigation pane.

Hi there!
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Step 2
Select Options and then Alerts. Click Edit Event Alerts, Add Item Alert, or Add Personal Alert.

’ Bank of Pontiac
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Step 3
Check the box next to the desired alert. Click Submit and then Accept once you confirm your

email address.
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Edit or Delete a Balance and Transaction Alert

Step 1
From within the account, click Alert Preferences and select Balances, transactions, and deposits.
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Step 2
Toggle between Balance and Transaction to find the alert to modify or delete. Select Edit.

Step 3
Modify the details or click the trash can icon to delete.

>
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Card Management
Update the status of your debit card or set up card alerts.

Step 1

Select your debit card under Card management.

" .
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Step 2

Update the status or set up alerts.
1. Toggle the switch off to temporarily block debit card transactions.
2. Set up alerts for certain types of transactions, block specific transactions, and set
spending limits.
3. Report your card lost or stolen to permanently shut off your card.
4. Activate a new card once you receive it.
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4
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Transfers

Move money between internal accounts.
Submit a Transfer

Step 1

Click Transfer or Make a Transfer from the Dashboard or the Transfers page.
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Step 2

Select your From and To accounts and enter the amount to transfer.

Click More options to set up a recurring frequency, select a future date, or add a memo if
applicable. Click Submit.

Faraaei

Edit or Delete a Transfer

Step 1
Navigate to the Transfers card on the Dashboard or the Transfers page to find the transfer to
edit or delete.
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Step 2

Select the transfer and modify details or select the trash can icon to delete.

»:
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ACH

Create a Batch Manually
Step 1

Select ACH from the navigation pane.
If you have multiple payment features activated, select the Payments menu first.
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Step 2
Click Create ACH.
A,
Create ATH

Step 3

I
Upkoad ACH

Enter the Batch name and select the ACH company to originate the payment from.

Bl fparias

Lompany

Creats ACH

Cah

Step 4

Confirm that the correct SEC code, Entry description, and Discretionary data display. Modify if

necessary. Click Add recipients.
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Step 5
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Enter the Recipient name, the amount to
pay them, transaction type (Credit or
Debit), and account information.

Click Optional fields to enter a recipient ID
number or addenda information.

Check Prenote to create a zero dollar
batch for this transaction. This prenote
batch may then be initiated to confirm
account details prior to sending the live
batch. (optional)

Check Hold to prevent this transaction
from processing with the other
transactions in the batch. (optional)

‘Pontiac
g Resipients
Erngloyes One = 1]
Employes Dre % 1.00 Credi
150 AAEA T [ Chuseheng
o w Prengte Hodd

# Aidd analber reciniant

Click + Add another recipient to enter another recipient. Click Save recipient when done adding

recipients to the batch

©

ACH batch created

$1.00 50.00

Step 6
Click Create batch, review the confirmation, then click Done.
F Create ACH
Syich ngms Pl
T
Ciimiam
It e e PAYROLL
P icestiosv dith
N 00 s
Sestiez]
e | (D)

The batch will appear under the Active tab in a Ready status.
Please see the Initiate a Batch section for steps on how to send the payment.
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Pargedl
Feady

B CLATENG

Upload a NACHA File

Step 1

Select ACH from the navigation pane.
If you have multiple payment features activated, select the Payments menu first.

Business Digital Banking
User Guide

Hi there!

O D OF PO T

[T

TEHH0 THET ACCT

B o

Lt ]

T jars i Tt}
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ETE TV 43500
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Creatié ACH

Ochobeer 2024

TEST AOCT 2
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Step 2
Click Upload ACH.
s, &
LTEdls ALH LigkEid B

Step 3

Browse for your file and click Upload. Review
your file for proper formatting if you receive
an error.

) Upoad &LIH

The batch will appear under the Active tab in
a Ready status.

A generic name will be given to an [ boro
uploaded batch. Select the batch and click
Edit if you wish to change the name.

Please see the Initiate a Batch section in this fecent upioads
document for steps on how to send the
payment.

e
Creste ACH Updosd &CH
Bl [1H =1,
DOODD0T Sl ED
Rty etaber 2024 g e
5L MDN TUE PED THUR FAl Zal
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Edit or Delete a Batch

Batches in an initiated or processed status cannot be edited or deleted. Please
uninitiate the batch first or contact the bank for assistance.

Step 1
Select the batch.

o 1
=) e
Faany Decpoied Foa 2
Step 2
1. Select the ellipsis icon to delete the
batCh. Eatch details 1 s b
2. Click Edit to modify the batch
header information. DO0O002 | Ready
3. Click Recipients to add, delete, or
modify the recipient(s) account 2 -
information or payment amount(s). $4.00 $0.00
Reciplents 3 4 recipent
Faymeaem
Mo
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Initiate a Batch

Step 1

Select ACH from the navigation pane.

If you have multiple payment features activated, select the Payments menu first.

Hi there!

P
| LN L B U (P FOMTIAL

TEANIIER

=g 1= 300

Step 2

% iy

Select the batch in a Ready status and click Review and initiate.
If dual control is activated, you cannot initiate a batch that you created or edited. A

second user will need to complete this step.

At Higtory

Pargied]

Fieady

Business Digital Banking
User Guide
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Crame ACH Upload &CH
E1.00
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N Tal¥] I L THE PR 5

36 © 2024 Bank of Pontiac
Last Revised November 2024



Digital Banking User Guide

y| Bank of

‘Pontiac

Batch details s

Payroll  Resdy

$4.00 50.00 '

Reziphents i ST

PR
Step 3
Select the Offset account if applicable, ity ACH
recurring Frequency if applicable, and the
Effective date. Prayroil
Check the Reset amounts to $0.00 after
" 3 $4.00 $0.00

processing if you'd like to clear out the dollar
amounts in the template after processing.
(optional)

Click Initiate.

You may be asked to enter your password to
authenticate.

Review your confirmation and click Done.

The batch will appear in an Initiated status
under the Active tab.

O eeq acoount

AT

Eflectier dale

Batches in an Initiated status may be uninitiated up until our cut off. Please see the
Uninitiate a Batch section in this document for more information.

The batch will return to a Ready status after processing and may be reused, edited, or deleted.

Business Digital Banking
User Guide
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Batch initiated

Payredl

£4.00 50.00

: ER
History e

BATCH RECURRING AMOUNT
Payroll £4.00
Initiated P
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Initiate Multiple Batches
Step 1

Select ACH from the navigation pane.

If you have multiple payment features activated, select the Payments menu first.

Hi there!

B ki OF EDalT el

IR

1B TEET ASZT S

AR A

Step 2

BACLENE

Click the Bulk Action icon and select the batches you want to initiate. Click Initiate.

Prypezd i 05
Fecegied
Cormmansm 51 00
Brafa
Bosaas SO
Erarr
Business Digital Banking 39

User Guide

Pag=ad §am
Fawrarn i

CinFatudd i 51.090
Bruly
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L o]
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Step 3

Enter the Effective date, select the
Offset account if applicable, and check
the Reset to $0 box if desired for each
batch. Click Initiate. Commission 31.00

¢ Imitiate batches

Hgrd B ) Chiaskirsy popoing (11536 Rl 1 50

You may be asked to enter your
password to authenticate.

Review your confirmation and click Baonds $2.00
Done. The batches will appear in an

Initiated status under the Active tab. Hove | Checking accouns (x152% o

Uninitiate a Batch

Step 1

Select ACH from the navigation pane.
If you have multiple payment features activated, select the Payments menu first.

Hi there!

By

VGl THET 0T 1 BT RIS TRET &S0 1

= s

ke

-
Tranesrisne il Liracngra -

I Mangeireel
TR §
L)
T B (=0 = k] LN o
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Step 2
Select the batch in an Initiated status, click Uninitiate, and confirm.
The payment will return to a Ready status and will not process.

Active Histary o=

BATCH AECURAREG ARMCUMT
Prayroll S4.00
Infiisned

Batch details
Fayro

$4.00 $0.00

Lirinitiabe
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History

Select this tab to review batches that have been
processed.

oy ‘\:_l

AR
e | S4.00
‘ol 1.0
i T IEdd Gifest 166
AT Rreesl 51,80
T8 FLMD S0

Positive Pay

Enter Issued Items Manually

Step 1

Select Positive Pay from the navigation pane.
If you have multiple payment features activated, select the Payments menu first.

Hi there!

B MM OF POMTIAD

2 i Ll e
il
P L1
il o L ]
[

FELH A4 FELE L]
TaaELFER

HETE P14 [ F%-]
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Step 2
Click + Add checks and select Add your checks manually.

Positive pay

Chack eniries 4= Addchecks

|§ ik ACH e

£ Add checks

E" Add yoiurr checks manually

P T —— ")
o Letect template Talact '.E'"l;'_'li.’l:\.l."'

Step 3

Select the account the checks were written against.

Positive Pay

Soebect account

10£3580 TEST ACCT 1 [ad&B0)
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Step 4

Enter the Check number, Check amount, B chekia
Payee, Type, and Check date. ' '

For check Type, select void to invalidate a Cotweck number Yend
previously entered issued item.
. . Check amount g 1.
Click Save and enter another if you have more
checks or click Review if done.
Paves Wendor One
Tyvpe
Check daba Duotobar 28, 2024

S -

Step 5 £ Herwidrm oFabba
Review the details you entered and click
Approve to continue. Click Approve to confirm. Acteamt 1044680 TEST ACCT 1

Review the confirmation and click Done.
Uplaad ssmary

Ebog 14
Enter anatier [ e
Step 6
Your check file will appear on the Positive Pay dashboard in a Pending Status. Click Review &
approve.
Positive pay

Chech pnines - o] P by

" Aephlardiailmry Randcl_Ta 00 v [ L . 0

2 (Rt T ?- Wyl &LH peiEpios
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Step 7

Review the details and click Approve.
Review the confirmation and click Done.

Reviews chechs

File ispload summary

ArphdanisalEntny_Bankd_J41028 1
1

§1.00
NATT PRYT AL BNT

51.00 00000001234

Cancol Approig

Step 8

The issued items file status will now show as Successful.

Positive pay

Check entries 4 e checks
D AdpManuslEniry_Bank3_24 1028 16 04 ; JUST Lygdnacd
Eipriadaiub 'E:l WViark ACH r:-\:l--;:ﬂi-:l-\.l
E_\.II' L
Peti Tiplale
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Create an Issued Items Upload Format

Step 1

Select Positive Pay from the navigation pane.
If you have multiple payment features activated, select the Payments menu first.

Hi there!

B A 4 POMTLAD

P TRET &1 1

=i
F 0 I
[Pk LAl E, ) L Meanspes e m
{1 ; !

RS FEE L]
TRAMLILE

SHETK 214 1]

Step 2

Click Manage templates and click the + sign.

Positive pay

Chech onlries i [P e

Py desbipraadll g ek 1 a0l e
R bl I Wk ACH sucwpiions

L Manage lermalates
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Step 3

Select the format of your file.
Delimited:
1. Enter a name for this upload format.
2. Choose your amount format, field delimiter and text qualifier.
3. Enter the column number from your file into the corresponding field. Leave any columns
you're not using blank.
Some fields may require additional configuration. Click the arrow to adjust
those fields.
Click Review and then Save. Click Done.

{ Create delimiled templile By
Teenplsie nama BTl [N R ] ] 4
Armicand forrmat (T) M bl vakdalan ¥ ot el >
Figdtl ey [T Comma x
i i E
Toxl ouatile 1 Hica b ]
Porrww sodd-eun |

Eolisrre tbthed

anr CiH LR Bl B i e, AL THI [ ]
FITI LI

Farywe pcidderann 1
P APl

Fapie ki rge d

Ao surmBssr
Tlop ez aler o >

Ricoian! Typé
Tl
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Fixed Position:
1. Enter a name for this upload format.
2. Choose your amount format.
3. Enter where each label starts and ends in your file. For example, if the item number is the
first six characters in your file, the beginning number would be 1and the end would be 6.
Click Review and then Save. Click Done.

4§ Create fived posifion template 5
Dl e . I na
TETOdale e
i orelbE SRS p I 2
Arreenssl lewrral 17 [T h
Vo dade 2 1 #
L abepl poaiisen
LB G M 2 w1 KO
Parpiee sidees 1
flem numier
Payes sideres 2
o Ameeund
Parpirr seddeusd
A pa e ra e
Porpre mireren d
Rar ok Typee . fry »
Bieg indieais a
LR - b
|
B Lance

Your upload template will be listed under the Manage Templates page and can be edited or
deleted at any time.

Click the + to add more template if necessary.

L Manage templates +

Properly Management 5
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Upload an Issued Items File
Step 1

Select Positive Pay from the navigation pane.
If you have multiple payment features activated, select the Payments menu first.

= D, N FLINTAAL

| Hi there!

8 M TRET ASER 3

LIET S et W= B

TRARAITA

Step 2
Click + Add checks.

¥ .
Positive pay
Check enmlrias [ 1 Adid chackd ]
I ArpManualEntry_Bank3_Z41028. 00 T Just uplnaded
& "
Surorundal 5 Work ACH exceplions
Setlings
o BT
Business Digital Banking 49 © 2024 Bank of Pontiac

User Guide Last Revised November 2024



Digital Banking User Guide

Step 3

Choose your upload format template.
1. Select the account the checks were written against.
2. Browse for your issued items file.
3. Click Submit.

{ A checks

Fg" Add yoa checks manually

Step 4

Your uploaded file will appear on the Positive Pay dashboard in a Pending status. Click Review &
approve.

Positive pay

Check entries

E apl owE 1 Frvirn & apieoee 3
mding
EI ArpManuaiEntry Bank? 241028 1 1044 10 s wg
Sieewnihad
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Step 5

Review the details and click Approve.
Review the confirmation and click Done.

Review chacks

File upload summary
T =]
S142.00

DaTT FRNE L A RSTRIET CHECE

25, 00
; > CoOCRnn0 0 54
1= M DD 000455
7
') T CCO000043E

Step 6

The issued items file status will now show Successful.

Positive pay

Check entries

E'J arp3.csw 1044 AT Just uploaded
sl
B ArpManualEntry_Bank3_241028.txt 1044 TEST ACCT 1 10 mins ago
Surcesshd
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Work Exception Items

Step 1

Select Positive Pay from the navigation pane.
If you have multiple payment features activated, select the Payments menu first.

Hi there!

FRETU RO T

oy
Tierasiizra L m Frasget
"

e el Y

el FHREN 1334 1304

Step 2

Click Work check exceptions.

Positive pay

T -
Chal pnirey T
& =wliaw ]

B e i Wi chel secdpieits (1]

[ Srplsersslioty Bk, 247008 91
Fam s raafd ;_f B ADH sacephom
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Step 3
Review your exception(s). Click the check number to see additional details. Check the box to Pay
the item or leave the box unchecked to return. Click Submit when done.

£ Weork check excepiions

Bill Pay

Use this feature to pay a business or a person from one of your accounts.

Enroll in Bill Pay
You must first enroll in Bill Pay before you can send Payments. Select Bill Pay from the

navigation pane.
If you have multiple payment features activated, select the Payments menu first.

Click Enroll.

| [E tuibsesdd

o T

'
3 1511 row Bewes o [ beegs o
S - ave vmae A wr e

5 Bipy dlyriFer Terl bmeage Dorw?
B S N iin ik
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5]

Fracdl b fuvyieerln

Add a Payee
Step 1

Select Bill Pay from the navigation pane.
If you have multiple payment features activated, select the Payments menu first.
Click + New payee and select Company.

Py o bl Py i bl g

{fl

Seplersbes I { .2

AT

Business Digital Banking 54 © 2024 Bank of Pontiac
User Guide Last Revised November 2024



Digital Banking User Guide Wi pankot

Step 2

Complete the required fields and click Submit.
You may be prompted to enter your password in order to authenticate.

'. Bar
g ck
W]y
Fajun mwempin
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Edit or Delete a Payee

Step 1
Navigate to the Bill Pay page and select the Payees tab.

Saprierrier 2038

i & (RS i Tia T
[E] P pay ‘
= M Dhcis
1 el memmay Wit RS g 3

Step 2
Select the payee and click Edit. You may be prompted to enter your password to authenticate.
[u T PR EY
ABC Electric o
ABC ELIBCTREC
B sakiape

PasTrEnt hiEnaey
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Step 3

Modify the payee'’s information or click the trash can icon to delete.

Pay a Single Bill or Person

Step 1
Select Pay a Bill or Pay a Person from the Dashboard or the Bill pay page.

:': PR T 1l Fudn 3d WA TENT ArT1 3

L, F
B s
) B W -
W SR HTh Fhaa EF Brmars of Cead e g Tiae=s?!
; o it A S W ———-
i smrm TS —— poy My Merk Fae T Rlessage ooy
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Step 2

Select the payee to send a payment to.

w2

| O gy

Step 3

Select the account to pay from and enter the amount. Click More options to set a recurring
frequency or schedule for a later date. Click Submit.

o
[T
By
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Pay Multiple Bills

Step 1
Select Pay a Bill or Pay a Person from the Dashboard or the Bill pay page.

DN T3 A0S F= Bewwe ol Tand blemiagn Soeen
rme o e e e Fam

g ety il i i

DR PR T L

F iap el b Tet Brsige Raawmd!
Nal L B WY el Y e

Step 2

Select the Multiple tab and click the + next to the payees to send payments to.

Py a k=1
0] [T EaAT)
B Meutage o ABE Pty
by pd:
b B pay
.-,: BT
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Step 3
Select the account to pay from, choose the date to send, and enter the amount. Click Review
and pay then Submit payments.

i Pay =

SR

1 Mizzsgs 0 ABC [heelris

® i L

i chmiincnilil AL Plarabarg

:ﬁ ik m

Scheduled payments can be reviewed on the Dashboard or on the Bill pay page.

Bill pay e
Py a Eall Pay & paricn Mangge payrmerds
ABC Elsstrie w679 51.00
Y E Plumbing x&789 51.00
See more
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Edit or Delete a Payment

Step 1

Navigate to the Bill pay card on the Dashboard or to the Bill pay page and select the payment to
edit or delete. Click Edit.

Bill pay
A5
Pay abill Pay & peron Manage payments
|‘_: ‘- ABC Eleql.ric xETER £1.00
{v) XvZ Piun'!l:ling xBTHS £1.00
See more

Step 2

Modify the details or click the trash can icon to delete.

L]
0 A
El By
i
il
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Administration

Create a New User

Step 1

Click your profile and select Business management.

>

Hi there!
{H  Duschbeused B WA {9 PIMTIAL
o 1EuT FDAT AT T
. R
iy
] - Bl
HECE 781 | L
8 CE 75 (SO R
FRAHEFE T 1604
Srr e
= ¥ Hhid aNm
&
HECK 2H1Y LLE] Set Up Accounl Alerts Today!
Iy pr y . ?
LT - 5 ]

Click + Create user.

»e
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Step 3

Enter the user’s First name, Last name, Email address, and choose their User role.

e User: can have customized permissions and account access but cannot manage other

users.
e Viewer: View only access on specified accounts.
e Admin: can have customized permissions and account access as well as user

management.

Click Create user.
You may be asked to authenticate with your password

Step 4
Click the Enable accounts arrow and choose the account(s) the user should have access to. Click
Enable accounts to continue.

4 Enable accounts

Test Pontiac

Fonding

Enable accounts 3680

Eriably socs s
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Step 5
Review your confirmation and choose from the following options:
1. Click Send email invite to send the user a link to set up their login credentials without

modifying permissions further.
Permissions and account access can be modified in the user’s profile at a

later time if necessary.

2. Select Edit permissions to modify entitlements and account access prior to sending the
email invite.

3. Click Done to send the invite and edit permissions at a later time.

Success!

oy ppocessipthy crediid an scooant

THE  Texl Penlas

Serad Tear] Bonlisc &0 amadl invitalion i aocenl
fheesr aooowm and creaie crederkals

Serd grmad vite

Edit pedmissions

Done
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Step 6

If Edit permissions was selected:

Click set permissions to modify global entitlements for the user.

Toggle on an account to give the user access.

Select an account to adjust the global permissions at the account level is necessary.
Select Invite to send the user an email to set up their login credentials.

Click the arrow to return to the Business Management page.

CAWN

Please see the Editing or Deleting a User section in this document for more information on
permissions

¥ L gt

Test Pontiac

e

o e
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Step 7

The new user will appear as Pending on the Business Management page. Their status will
change to Active once they set up their credentials.

You can modify permissions, account access, or manage the invite at any time by
clicking the user’'s name.

LBt ITaniagerert

Bl R e PO
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Editing or Deleting a User
Step 1

Click your profile and select Business management.

Hi there!
H
| {H  DCushboand B REME OF POMTIED
s i
ConmlE
PEARE0 THET &5CT 1
=
=]
o T iraaciony O = Wenspo
1] Wsd
MK e pEE L
e
LL Fr (=] Chdsle
EEE Y T
14 EaBa

%

JHICK 7511 L B S Up Accaurd Alerts Taday!

[’ 5 " Lt v F w
5
W i ) Ry .
A Rk D P S o

Select the user you'd like to edit.
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Step 3

1. Select the ellipsis icon.

oogowow

Click Edit user to change the users name, role, or email address.

Select Hold account access to temporarily prevent them from logging in.
Click Send password reset link to email them a link.

Select Delete user to remove their access permanently.

= LlipEr .:T_.._. Frandanyg

boppbankofpontiaccom ™ = =0 | 0 | scrmessssipeissssas

|

£ Edin uses

:l-l::l Hodd acoount access
Test Pontiac

v Hend passeced resot link

2. Click Set permissions to modify global entitlements.

a. ACH

Vi.

Business Digital Banking

User Guide

Options may vary depending on your company's setup.

Permissions

=D -

Enable: Activates this feature for
the user. Permissions
View ACH: Must be enabled to edit
any other ACH permission.

Daily ACH limit: Maximum amount tomm -
the user can initiate per day.

Initiate ACH: Allows user to

transmit ACH payments to the

bank.

Initiate same day ACH: Allows user

to transmit same day ACH

payments to the bank.

Full ACH Control: Allows a user to

initiate an ACH payment that they

have created. If this is not

activated, the user cannot initiate a

68 © 2024 Bank of Pontiac
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payment they created. A second user must initiate it.
vii. Edit/Delete ACH Control:
1. Full edit/create: Allows the user to edit everything within a payment.
2. Partial Edit: User can only change the dollar amount of a transaction,
debit or credit indicator, add a prenote, or hold the transaction.
3. None: User cannot Edit an ACH payment.
viii. Recurring ACH: Allows the user to set a recurring frequency for a payment.

ix. Upload ACH file: Allows the user to upload a NACHA formatted file.

X. Restricted batch access: User can view payments that have been flagged as
restricted.

xi. Import recipients: User can import a file containing recipient data to create a
payment.

xii. Batch delete: User can delete an ACH payment.
b. Bill Pay
i. Enable: Activates this feature for
the user.
c. Card Management - -
i. Enable: Activates this feature for
the user.
d. Positive Pay - -
i. Enable: Activates this feature for
the user. @ Pesten Py

ii. Upload Positive Pay: Allows user to
upload an issued items check file
to the bank.

iii. Work Positive Pay: Allows user to
pay or return issued item check
exceptions.

iv. Download Positive Pay: Not B g e
applicable.

v. Work ACH Exceptions: User can
pay or return ACH exceptions
items.

e. Stop Payments
i. Enable: Activates this feature for
the user.

ii. View Stop Payment: User can only .-,
see existing stop payments.

iii. Add stop payment: User can
Ccreate a stop payment.

f. Transfers . -

i. Enable: Activates this feature for a
user. S i

ii. Transfer limit: Maximum amount a
user can transfer per day. -

g. User Management: Allows user to create,
modify, and delete other users.

b Fay

-,

o

L i) -

¢ | Test Pomtiac

Trembm

Click the back arrow once done. Permissions
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UNNE

Toggle on the switch to activate an account for a user.
Select an account to modify the global permissions on a per account basis.
For users who have not yet logged in, click Invite to send them the enrollment email. They

will receive an email with a link to establish their credentials.
6. Click the back arrow to return to the Business Management page.

ToEHE
W

Unlock a Locked User

Step 1

Click your profile and select Business management.

Hi there!

B AN 0 POMTIAD

LN T RT &DC1 Y
e

Hl Al ] 0 =

g e T 1L 55 B4
THILTE, 2541 Alad

(B e niil P PRAMTIFE 50807 50 104880

HECE 7N [ 18]

LK TH1) [ TR -]

3 RANE CF IR T e Tl

Business Digital Banking 70
User Guide

O R LR AT 7

My 1
S8 ITane

Sol Up Accownt Alerts Todayl
i~

© 2024 Bank of Pontiac
Last Revised November 2024



Digital Banking User Guide W pankor

Pontiac

Step 2

Select the locked user.

S TSGR

Step 3

Click Unlock and review the confirmation.
You can email the user a link to reset their password if they continue to have
trouble. Otherwise, click I'm Done.
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User successfully unlocked

Account status: Locked

Unilocking Brenda account did not affect their password. They can
resel it by clicking the Forgol password link on the login screen, of you can send a
password reset link

I'm done Send password reset link
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Reset a User's Password

Step 1

Click your profile and select Business management.

Hi there!
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Select the user to reset.
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Step 3

Click the ellipsis icon and choose Send password reset link to email the user.

£7 Edit user
@ Hold account access

««ss  Send password reset link

et

il Delete user
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