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Overview

As the Senior Administrator for your business you will have some responsibilities in addition to
processing transactions. When someone new needs access to Business Online you will create
them in the system and grant them access to what they may need. You will also remove
someone if they leave the company. This guide will walk you through the process of anything
you may have to do as a Senior Administrator. In this guide it will cover all services, some of
which may not apply to your company.

Maintaining Employees

When a new employee needs access to the system you have the ability to grant them as much

or as little access as they need. There are a few services that Greenfield Savings Bank will
need to activate if necessary.

Adding a New Employee

1. After you log in to Business Online, go to the Administration Tab.

R I Contact Us Locations | Alerts m Chat | Profile Log Out
Last log in: Jan 11, 2024
‘ ' Greenfield

Savings Bank

Home Accounts Payments & Transfers Checks & Administration

@ Greenfield Savings Bank Offices and Teller Connect Services will be closed on Monday, January 15th in Observance of Martin Luther King Jr. Day. This is a non-ACH processing
day.

Alerts Pay Or Transfer

/\ Stay Alert

Internal
Know about changes to your finances and online security. Choose when and what alerts you get by email or text

message.

ACH

ACH import

Wire
Accounts (@ EditAccounts = Print

Wire import

Current Balance Bill
I
$20.63 Recent » pay
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2. Select Employee Profile & Permissions

Home Accounts Payments & Transfers Checks & Deposits Administration

Administration

ACH Template Wire Template Employee Profile & Permissions Employee Accounts Business Role Definitions

ACH Template

®: Inquire ACH Transfer Transfer Description:

() Change ACH Transfer Date Range: [ B To] =
() New AGH Transfer Amount Range: I To
(O) Mew AGH Transfer Using Existing Transfer Reference Number. I—
() Delete ACH Transfer Transfer Priority: Al [~]
() Review ACH Transfer ACH Type: (None)
() ACH Transfer Template
(0) ACH File Import Template
() Review ACH Template
Import ACH Transfer
(0) MACHA
(O Mon NACHA
Submit

Help  Member FDIC  Member DIF  Equal Housing Lender
® 2015-2019 Fiserv, Inc. or its affiliates.

3. Select New Employee and click submit.

Administration

ACH Template Wire Template Employee Profile & Permissions Employee Accounts Business Role Definitions

Employee Profile & Permissions

Select User Criteria

(®) Inquire Employee Mame: I

Codes
GeTe Username:

- i Using Existing Employee
() Delete Employee

Help  Member FDIC ~ Member DIF  Equal Housing Lender
@ 2015-20192 Fiserv, Inc. or its affiliates.
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4. The next screen is broken down into sections. There will be an image followed by what
should go into each section.

Mew Employee

* Indicates Required Field

* Mame:

Tax ID Code:
Tax 1D Mumber:
Security Level:

Harry Dresden

Mot Present ¥

Employee ¥

Maother's Maiden Nams: |Elac kstone

Employee Group: Men-Admin

-

Tranzaction Exports: Yes ¥

City bom in?

A\ |Chicago

Mother's maiden name? v |Blac kstone

Free Form Question ¥ Diog's Mame

Free Form Answer ¥ Mouse

(Mone)

(Mone)

Name should be the full name of the new employee

Security Level is the user’s approval authority. Employee Level will need
approval to any Bill Payments sent. Administrator Level will be able to submit Bill
Payments.

Mother’'s Maiden Name: You would put the employee’s Mother's Maiden Name
in this field.

Employee Group you select Admin or Non-Admin. Everyone aside from the
Senior Admin should fall under the Non-Admin Group. Note: This feature may
not be available for all companies. This does not affect access in any way.
Transaction Exports is where you grant the employee access to export
transaction data. Select YES or NO.

Verification Questions are used when a user calls in and needs help from our
Customer Service. We need to verify their identity before resetting a PIN or
troubleshooting. If you use Date of Birth and Mother's Maiden Name you will just
need one additional question.

Date of Birth which is not pictured above is on the right hand side of the screen. This can be
used as one of the 3 security questions.
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E-mail Address: imjohnson@greenﬁeldsavingswm |
Business Phone: i—m3}7—5_—_81_85-
Business Phone Ext.: Ij!
Mobile Phone: [ 1
Coiembems
Client Name Client Number Client Tax ID
v Mrs J's Sweet Shoppe 2222222272 2322272222

Security

g. E-mail Address should be the email for the employee. This is important for their
token and if they forgot their PIN.

h. Business Phone does not need to be for business. This should be the best
phone number to reach this individual.

i. Client Details is a section that will be filled out automatically. You do not need to
change anything.

Security

+|Jsemame:; hdresden| Change Password _

Terms Acceplance Date:

j-  Username is something you will need to create for the employee. We
recommend using the employee’s first initial and last name. If you have an
employee with a common name you will get an error message when you try to
navigate to the next screen. The message will state “Username must be Unique”.
You would need to add the middle initial or a number at the end of the Username
to make it unique.

k. PIN should be left blank.

I.  Change Password is a link you'd need to click on to make the employee a
temporary password for their first log in. Once you create a password click

Submit.
New Employee 1- Codes
Change Password
NewPassword:  eeees
Confirm Password: wese|
Cancel
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Multifactor Authentication
Token Status: Pending Enablement v |
Token Type: Go3

m. Token Status should be changed to Pending Enablement. This will require the
employee to register their token.

n. Token Type should read Go3 or Soft Token. The Go3 is a physical token that
GSB will provide to you. The Soft Token is an authenticator app called DigiPass.

Mobiliti Business

Mobiliti Business access is enabled. Uncheck the checkbox to disable Mobiliti Business access.
No Devices Registered

0. Mobiliti Business would be selected (check mark) to grant that employee
access to the “GSB Business” mobile app.

Role Assignment

* Role Name

Mrs Js Sweet Shoppe Employee ¥
Add Role

p. Role Name will be the name of your business followed by the word employee.
This will give the employee access to all the modules and authorities your
business has signed up for. You will be able to restrict or grant access for each
new user you create.

ACH

Iil Employes is enabled for ACH Manager access. Unchetk the checkbox to remove ACH Manager access.

Access Company Name Company ID Company Entry Description
v Mrs J's Swest Sh 222222222 222272222

g. ACH you can grant an employee ACH Manager access by clicking this
checkbox.

Cash Management
Senior Administrator Guide | January 2024 Page 7



Accounts

To grant account accese for this Employee check the checkbox associated with the account. To remove account access, uncheck the chackbox.
Checking

Access  Account Number Account Nickname ACH Permission

Select Mone
« Mo ACH Access ¥
od Full ACH Access ¥

Access  Account Number Account Nickname ACH Permission

Select Al

|
I S
Access  Account Number Account Nickname ACH Permission
Select None
v o AGH Access v
I S
Access  Account Number Account Nickname ACH Permission
Select Mone
v I NoACH hzes v

r. Accounts this section is where you give the employee access to view accounts.
Select which ones you’d like them to have. You will also have the option to grant
ACH Permission for the employee on each account.

i. Full ACH Access the employee will have debit and credit access for that
account

ii. ACH Transfer In the employee will only be able to submit incoming ACH
transfers (collections/debits)

iii. ACH Transfer Out the employee will only be able to submit outgoing
ACH transfers (payments/credits)

iv. No ACH Access this employee will not be able to submit an ACH
transaction for that account

Cutoff Group Override: Use Default v
Approval Options
Review Intemal Transfers Mo ¥

s. Overrides will automatically display Use Default and this should not be changed.

t. Administration Options will display if you've selected Administrator as the
Security Level. These options should not be used.

u. Approval Options give you the ability to allow transfers between internal
accounts to be submitted without review. The default selection is No. Just
change the drop down to Yes and this employee will require approval by another
user before the transfer will be submitted. If you’ve selected Administrator for the
Security Level This employee will also have an Approve Transfer option. If you
select Yes this employee will be able to approve transfers done by another
employee but not their own.
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Fund Transfer Options

Inquire Transfers: Yes
Initiate Transfers: Yes

v. Fund Transfer Options allows you to give this employee access to Inquire on
transfers and Initiate transfers. Changing the drop down to Yes will grant access.
Leave the boxes on No and this employee will not be able to complete any fund
transfers.

Merchant Capture Options

Merchant Capture Option: Wes v Per ltem Limit: 000
Role: Approver ¥ Per Deposit Limit: 0.00
“iew Client Deposits: Yes ¥ | PerDay Limit:

Merchant Capture Location
Assign Location

Add Location

w. Merchant Capture Options is only used if your company has Remote
Deposit. You would change the Merchant Capture option to say yes. The role
would be; Approver if the user can scan, edit and submit; or Limited if the
user can only scan. View Client Deposits should be changed to Yes.

x. Merchant Capture Location is not a feature that you will need to fill out. Simply
skip over this section.

Stop Payments
Inquiry: Yes
New: Yes

y. Stop Payment allows you to give this employee access to inquire on or place a
new stop payment. Changing the drop down to Yes will grant access.

Interface Specifications

Interface User Code Password
Business Bill Pay ¥
Motifi v
| Enables employss access to customer alerts for name, address, and phons number changss for the Business.

Positive Pay v

z. Interface Specifications allows you to enter the User Code and Password for
our Positive Pay service (these must match the Positive Pay profile Username
and Password exactly, See more on Page 26). Notifi is the alerts system for
transactions, balances, and security. If you do not want the user to have this
service simply remove it from the drop down. If you do not wish for this employee
to enroll in Bill Pay you need to remove it from the drop down.
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Electronic Documents

Disable All Document
Check Image
Check Deposit Images
Select None
E' Wires

aa. Electronic Documents should be checked off if you'd like this employee to see
images of checks that clear or are deposited to the account.

bb. Applications Enabled is where you grant access to services requested by the
company. Select the items this employee should have access to. If they will not
have access to Wires you would click on next, the accounts will validate and you
can click Finish. If you get the confirmation that it was successful you are all done
and can create another employee if needed.

Access Added

Checking

Business Online ACH Account Number Account Nickname ACH Permission
V] J Full ACH Access

Business Online ACH Account Number Account Nickname ACH Permission
9 » I AGH Transterin

Business Online ACH Account Number Account Nickname ACH Permission
9 o I NoACH Accss

Next

Otherwise continue on with the next steps to establish Wires.

You can only establish services the company signs up for and an error will display if you select
Wire services but the company didn’t request those features.

New Employee 3-ACH 4 -Wires

Ermor

\Wire User Record Not Configured for Employee.

[£]

Clicking on Finish will still submit the employee.

Cash Management
Senior Administrator Guide | January 2024 Page 10



If you will be granting Wire access:

1. Wire Access will now display for this employee. Select the proper permission for each
account with the drop down on the right hand side. Each account can have different
access. If you select No Access this employee will not be able to submit a Wire transfer
for that account. If you select Full Wire Access the employee will have access to all
wire transfer types your company signed up for. If your company wanted Domestic Wires
selecting Domestic Wire Transfer will only give access to Domestic wire transfers. If
your company wanted International Wires selecting International Wire Transfer will
only give access to international wire transfers. Once permissions have been
established click Finish.

Wire User

Client

Client Name Client 1D
v GSB Test Company 199999998

Account Selection

Account Number Account Type Routing Number Nickname Permission

'''' 5507 Demand Deposit Domestic Wire Transfer v |
----- 2257 Savings No Access v
"""" 3838 Instaliment No Access v

At this time you should receive a message confirming the successful completion of creating this
employee. You can continue adding employees if needed.

Deleting an Employee

1. After you log in to Business Online, go to the Administration Tab.

T T
Last log in: Jan 11, 2024
.
( ' Greenfield
Savings Bank

Home Accounts Payments & Transfers Check: Administration
@ Greenfield Savings Bank Offices and Teller Connect Services will be closed on Monday, January 15th in Observance of Martin Luther King Jr. Day. This is a non-ACH processing
day.
Alerts Pay Or Transfer
A Stay Alert Internal
Know about changes to your finances and online security. Choose when and what alerts you get by email or text
message ACH
Wire
Accounts (# EditAccounts ¢ Print

Wire import

CcD Current Balance

,,,,, 5218 $20.63 R—— Bill pay
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2. Select Employee Profile & Permissions

Home Accounts Payments & Transfers Checks & Deposits Administration

Administration

ACH Template Wire Template Employee Profile & Permissions Employee Accounts Business Role Definitions

ACH Template

Select External Transfer Criteria

i@} Inquire ACH Transfer Transfer Description |
() Change AGH Transfer Date Rangs: I ﬁ To I EI
() Mew ACH Transfer Amaount Range: I To
() Mew ACH Transfer Using Existing Transfer Reference Number. i—
() Delste ACH Transfer Terter Flonty: Al ~]
() Review ACH Transfer ACHI (None) v
() ACH Transfer Template
(C) ACH File Import Template
(©) Review ACH Template
Import ACH Transfer
(O NACHA
(O Non NACHA
Submit

Help  Member FDIC ~ Member DIF  Equal Housing Lender
© 2015-2019 Fiserv, Inc. or its affiliates.

3. Click the Delete Employee button. If you have many employees you can search for a
specific employee, otherwise click submit and a list will pop up. Click on the employee
you need to delete.

Select User Criteria

{" Inquire Employee Name: |
(") Change Employee

(O New Employee Access ID:

() New Emplovee Using Existing Employee
(®) Delete Employee

GoTo.. | Codes v |

Employee List

Name Client Name

April O'Neil Wild Flour Bakery
Mikey Turtle Wild Flour Bakery
Splinter Rat Wild Flour Bakery

If they do not have access to Wire Transfers or ACH transactions continue to the next step. If
they have Wire transfers and ACH transactions skip step 4 and go to step 5.
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4. Click on the “X” in the upper left corner. A confirmation box will open. Click ok and the
employee will be deleted.

—&

R I ——

Name: Mikey Turtle Access ID: mturtie
Contact Methods =)
E-mail Address:

Business Phone:

Business Phone Ext.: 0

Mobile Phone:
Client Details -

Client Name Client Number Client Tax ID
+/  Wild Flour Bakery 3003799055 239999923

s tom et (=

@ Are You Sure You Want To Delete This Codes Employee?

_//

[ OK ][ Cancel ]

5. When deleting an employee with access to both ACH and Wires or one of the services it
will ask you to delete their access for the services and then their actual Username and
contact information. Click next and a confirmation window will pop up. Click ok and it will
bring you to the next screen.

A\
Delete Employee 1 - Wires
Wire User =]
Client
Client Name Client ID
+/  Wild Flour Baker 239999923

Account Selection

Account Number Account Type Routing Number Nickname Permission
IR Demand Deposit 211870799 Checking 5507 Full Wire Access
220 Savings 211870799 Savings 2257 No Access
#0001 Commercial 211870799 Commercial 0001 No Access
23888 Instaliment 211870799 HELOC 8333 No Access
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et v SN

@ Are You Sure You Want To Delete This Wire Employee?

[ OK ][ Cancel ]

a. This next screen will have you delete the ACH access for the employee. Click

next and a confirmation window will pop up. Click ok and then it will bring you to
the last screen.

ACH User -]
Company
Company Name Company ID Company Entry Description

+/  Wild Flour Baker 239999923 239999923
Account Number Account Type Routing Number Nickname Permission
SR Demand Deposit 2118-70799 Checking 5507 Full ACH Access
257 Savings 2118-70799 Savings 2257 No Access
001 Commercial 2118-70799 Commercial 0001 No Access
maa88 Installment 2118-70799 HELOC 8338 No Access

@ Are You Sure You Want To Delete This ACH Employee?

OK ] [ Cancel
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b. The last screen will have you remove the Username and other contact
information for this employee. Clicking Finish will complete the deletion process.
A confirmation window will pop up. Click ok and it will bring you back to the first
screen you started on to delete the employee with a Success message on the
top.
Delete Employee 1 - Wires 2-ACH 3 - Codes

Delete Employee

Braxton Whitmore Access ID: bwhitmore

Contact Methods

E-mail Address: mjohnson@greenfieldsavings.com
Business Phone: 413-774-3191
Business Phone Ext.: 0
Mobile Phone:

Client Details

Client Name Client Number Client Tax ID
+/  Wild Flour Bakery 3003799055 239999923

[ X Finish | [Cancel]

Message from webpage | S

|
|

C) Are You Sure You Want To Delete This Codes Employee?
> 4

[ OK ][ Cancel ]

You have now completely removed the employee from the system and they will no longer have
any type of access.
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Adding Services to an Existing Employee

You have the ability to add services, or edit account access for an employee at any time.

Adding ACH Origination

1. After you log in to Business Online, go to the Administration Tab.

R A e Contact Us Locations | Alerts m Chat | Profile Log Out
Last log in: Jan 11, 2024
‘ . Greenfield

Savings Bank

Home Accounts Payments & Transfers Checks & Administration

@ Greenfield Savings Bank Offices and Teller Connect Services will be closed on Monday, January 15th in Observance of Martin Luther King Jr. Day. This is a non-ACH processing

day.
Alerts Pay Or Transfer
& sty Alert Internal
Know about changes to your finances and online security. Choose when and what alerts you get by email or text
message ACH
Wire
Accounts (# EditAccounts = Print
Wire import
CD

Current Balance

- R — Bil pay

2. Select Employee Profile & Permissions

Home Accounts Payments & Transfers Checks & Deposits Administration

Administration

ACH Template Wire Template Employee Profile & Permissions Employee Accounts Business Role Definitions

ACH Template

I —————

18} Inquire ACH Transfer Transfer Description
7) Changs ACH Transfer Date Range —Ee =
() New AGH Transfer Amount Range: L
() New AGH Transfer Using Existing Transfer Peteterce fumbe:
O Delete ACH Transter Transfer Priority: All [~]
() Review ACH Transfer (e Ll 7]
() ACH Transfer Template
(01 ACH File Import Template
() Review ACH Tempiate

Import AGH Transfer

() NACHA

() Non NACHA

Help  Member FDIC ~ Member DIF  Equal Housing Lender

© 2015-2019 Fiserv, Inc. or its afiliates.
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3. Click on the Change Employee Button and in the Go To drop down select ACH. Then
search for a specific employee or just click submit to bring up the full list of people and
select the employee you need to modify.

ACH Template Wire Template Employee Profile & Permissions Employee Accounts Business Role Definitions

Employee Profile & Permissions

Select User Criteria

(@) Change Employee
GoTo.. |ACH

Name: |

Usemname:
() Mew Employes
(") Mew Employse Using Existing Employse
() Delete Employee

Help Member FDIC Member DIF Equal Housing Lender

© 2015-2019 Fiserv, Inc. or its affiliates.

4. On this screen select what access the employee will need for which accounts. Each
account can have different access. If you select No Access this employee will not be
able to submit an ACH transaction for that account. If you select Full Access the
employee will have debit and credit access for that account. If you select ACH Transfer
In the employee will only be able to submit an incoming ACH transfer. If you select ACH
Transfer Out the employee will only be able to submit outgoing ACH transfers. Once

your selections have been made click the Save Icon. A confirmation will display letting
you know it was successful.

ACH Usu
Companm
Company Name Company ID Company Entry Description

«/  Wild Flour Baker 239999923 239999923

Internal Account Selection

Account Number Account Type Routing Number Nickname Permission
**2225507 Demand Deposit 2118-70799 Checking 5507 Full ACH Access |V |
##022257 Savings 2118-70799 Savings 2257 No Access v
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Adding Wire Transfers

1. After you log in to Business Online, go to the Administration Tab

A e Contact Us Locations | Alerts m Chat | Profile Log Out
Last log in: Jan 11, 2024
‘ ' Greenfield

Savings Bank

Home Accounts Payments & Transfers Checks & Deposits A "ministration

@ Greenfield Savings Bank Offices and Teller Connect Services will be closed on Monday, January 15th in Observance of Martin Luther King Jr. Day. This is a non-ACH processing
day.

Alerts Pay Or Transfer
A Stay Alert Internal
Know about changes to your finances and online security. Choose when and what alerts you get by email or text
message. ACH
o
Wire
Accounts @ EditAccounts  fm Print -
Wire import
CD Current Balance
srrrxs5218

$20.63 Recent ¥ )

2. Select Employee Profile and Permissions

Home Accounts Payments & Transfers Checks & Deposits Administration

Administration

ACH Template Wire Template Employee Profile & Permissions Employee Accounts Business Role Definitions

ACH Template

I ———
inquire ACH Transfer Transfer Description: |

() Change ACH Transfer Date Range: [ 15 Tof =
() New AGH Transfer Amount Range: I To|
() New ACH Transfer Using Existing Transfer Reference Number |
() Delete AGH Transfer Transfer Priority- Al [~]
() Review ACH Transfer St (None) [~]
() ACH Transfer Template

(©) ACH File Import Template
() Review ACH Template
Import ACH Transfer
() NACHA

(0 Non NACHA

Help  Member FDIC  Member DIF  Equal Housing Lender

@ 2015-201% Fiserv, Inc. or its affiliates.
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3. Click on the Change Employee Button and in the Go To drop down select Wires. Then
search for a specific employee or just click submit to bring up the full list of people and
select the employee you need to modify.

Employee Profile & Permissions

Success

Employee Updated Successfully

Select User Criteria

€
i ‘

(ringuie Sployow

(@) Change Employss
GoTo.. | Wires Username

(_) New Employes

(_) New Employes Using Existing Employes

() Delete Employee

Name: |

Employee List

Name Client Name

Buffy Summers Mrs J's Sweet Shoppe

Hamry Dresden
Melanie Johnson

Shannon Manzi

Mrs J's Sweet Shoppe
Mrs J's Sweet Shoppe
Mrs J's Sweet Shoppe

4. On this screen select what access the employee will need for which accounts. Each
account can have different access. If you select No Access this employee will not be
able to submit a Wire transfer for that account. If you select Full Access the employee
will have access to Domestic and International Wire transfers for the account. If you
select Domestic Wire Transfer the employee will only be able to submit a Domestic
Wire transfer. If you select International Wire Transfer the employee will only be able
to submit International Wire transfers. Once your selections have been made click the
Save Icon. A confirmation will display letting you know it was successful. If your business
chose to only use Domestic Wires, International will not be a choice to select from. This
is also true if you only have International Wires, Domestic will not be an option.

RS
) oo |

Client

Client Name

Wild Flour Baker

Account Number

Cash Management
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Account Selection -

Account Type Routing Number Nickname Permission
5507 Demand Deposit 2118-70799 Checking 5507 Full Wire Access L]
2257 Savings 2118-70799 Savings 2257 No Access il




Add or Remove Internal Transfer Access

1.

C Greenfield

Savings Bank

Home Accounts Payments & Transfers Checks &

day.

Alerts

A Stay Alert

Know about changes to your finances and online security. Choose when and what alerts you get by email or text

message.

Accounts

CD
e VYT

Current Balance

$20.63

2. Select Employee Profile & Permissions.

Administration

(@ EditAccounts = Print

After you log in to Business Online, go to the Administration Tab.

Welcome, Jared Cyhowski

contact s m £o9 Out
Last log in: Jan 11, 2024

Administration

@ Greenfield Savings Bank Offices and Teller Connect Services will be closed on Monday, January 15th in Observance of Martin Luther King Jr. Day. This is a non-ACH processing

Pay Or Transfer
Internal

ACH

ACH import

Wire

Wire import

Bill
Recent » pay

ACH Template

Select External Transfer Critena

¥ e ACH Tranaler
Change ATH Tronsler

i ACH Tmridhest

P ACH Tonrwder Lsing Esiating Tranafer
Debete ACH Tranaber

Fleeviea AT Tranader

ALH Tiansler Tompiste

ACH Fil impoi Templae

Firviem ACH Tamplate
mport ALH Tearmdes

Hon RACHS,

Help  Miember FOIC lember DIF  Equal Housing Lender

Teander Desericon I
Cuta Flange: [
Amcart Renge |
Rtarance Humer

Tearnter Pricety

MG Type

)

© 2015-2019 Fiserv, Inc. or is afMiales:
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3. Select Change Employee and click Submit. A list of employees will come up. You can
also search for a specific Username. Now select the employee you wish to modify.

Employee Profile & Permissions

Select User Criteria

{7 Inquire Employee
(®) Change Employse

GoTo.. |Codes[v| Usemame: —

) Mew Employes
() New Employee Using Existing Employee
() Delete Employee

Name: [

Name Client Name

Buffy Summers Mrs J's Swesl Shoppe
Cavde Sic Mrs J's Sweet Shoppe
Hamy Dresden Mrs J's Sweel Shoppe
Melanie Johnson Mrs J's Sweet Shoppe
Shannon Manzi Mrs J's Sweel Shoppe

4. Scroll down to the sections that say Approval Options and Fund Transfer Options.
Review Internal Transfers should be no, unless you want this employee to require
approval for transfers. If your business requires dual approval for transfers and you
would like this employee to be able to approve, change the Approve Transfers box to
read Yes. Next change the Inquire Transfers, Initiate Transfers and Open Transfers to
also read Yes. Now click the Save Icon and the changes will be saved.

Save

Approval Options

OE== - |
ApproalOpions

Review Internal Transfers: No |

vl
Approve Transfers: No [v]

Fund Transfer Options

Inquire Transfers: No [v]

Initiate Transfers: No [v]

5. To remove Transfer access follow the above steps and only change the drop downs to
read No instead of yes, as pictured above. Then click the Save Icon for the changes to
be saved.
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Add or Remove Employee Access to Accounts

1. After you log in to Business Online, go to the Administration Tab.

A e Contact Us Locations | Alerts m Chat | Profile Log Out
Last log in: Jan 11, 2024
‘ ' Greenfield

Savings Bank

Home Accounts Payments & Transfers Checks & | Administration

@ Greenfield Savings Bank Offices and Teller Connect Services will be closed on Monday, January 15th in Observance of Martin Luther King Jr. Day. This is a non-ACH processing
day.

Alerts Pay Or Transfer
A Stay Alert Internal
Know about changes to your finances and online security. Choose when and what alerts you get by email or text
message. ACH
ACH import

Wire

Accounts (@ EditAccounts = Print -

Wire import

CD Current Balance Bill

I
e VYT $20.63 Recent » —

2. Click on Employee Accounts.

ACH Template

Select Extarmal Transfer Criledia

) inyuine. ACH Traeader

Tiarsder Dt igmce |
Crarge ACH Tirsfsr

Distés Rigyée [ = Tof =

Heew ACH Transler ot Range [ Taf
Hrw ACH Trarwter Uning Exnting Trarates Rohsenes bumbas
Ciobole ACH Tramaler Tranafer Priority AB -
Favigur ACH Traralse ACH Type: More) -
ACH Transter Torgiate
ACH File impor Tempiabe
Fgview ACH Tomplate
enport ACH Tranaier

HACHA

Pagwen HACHA

Help  Member FOIC  Member DIF  Equal Housing Lender
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3. You have the ability to search for an employee by name or click on submit to pull up all

employees. Then click on the employee you wish to change access for.

A\
Access ID: [—
Employee Name:
User Name Access ID
Amanda Wild awild
April O'Neil aoneil
Mikey Turtie mturtle
Splinter Rat srat
(Cance!
4. You will now see all the accounts the business has added to Business Online and what
access the current employee has. Click on a box in the Add column and click submit.
This will add access to that account. You can alternatively click on the X on the far right
and that will delete the account access. Then click submit to make the changes.
.

Employee Account Access for "Mikey Turtle"

Add Account Number Account Type
Select All
25507 Demand Deposit
ree20257 Savings
] *e=20001 Commercial
D 23888 Installment

Account Nickname

Checking 5507
Savings 2257
Commercial 0001
HELOC 8388

5. Adding confirmation will display and click done.

New User Account Access

Account Number Account Type
2220001 Commercial
Deleted User Account Access

No Deleted Account Access Specified.

Status

9

Change
4 X
o] x
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6. To delete an account Click the x to the right of the account. Click submit if the correct
account is crossed off.

Employee Account Access for "Mikey Turtle”

Add Account Number Account Type Account Nickname Change

Select All
15507 Demand Deposit Checking 5507 o X
s 257 Savings Savings 2257 2 x
serrigngy Commerial Comaeniatioat 3 )

[] re33es Instaliment HELOC 8888

7. The Delete confirmation will display and click done.

New User Account Access

No New Account Access Specified

Deleted User Account Access

Account Number Account Type Status
2220001 Commercial \’)

Cancel

Add or Remove Positive Pay Users

Adding Users

1. On the Home screen in Business Online, click on any account on your Business Online
profile listed under Positive Pay.

Positive Pay

Positive Pay Account Client id Current Day Exceptions

Checking 5507 Account has no exceptions today

You will automatically be brought to your home page in the Positive Pay Web site.
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2. To add a new user, click on User Setup (Client) on the side menu bar, under New Client
Setup.

Collapse All -

Exception Processing
_‘ Weicome to

Quick Exception Processing
s Transaction Processing

Submit Issued Check File

C Greenfield

Savings Bank

Add New Issued Check
Void a Check

Check Search -
Positive Pay System

Transaction Extracts

ACH Transaction Search

*+* please have your exceptions decisioned by 11:00am ***
& NewcClient Selup

User Setup (Client)

O Stop Payments

Current Stop Payment Requests

&S Transaction Reports

Daily Checks Issued Summary
Stops and Voids

Exception Items

Stale Dated Checks

Account Reconciliation Summary

Check Reconciliation Summary

Deposit Reconciliation Summary

3. On the User Setup (Client Screen), click “Add New” to add a new user.

User Setup (Client)
User Status: | Active v| [search | m 1 of 1 records
o - o

Cyhowski, Jared jcyhowski@greenfieldsavings.com 1/11/2024 1:12 PM Active Edit | Copy

4. Fill in the contact information.
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User Setup (Client)

Contact Information Security Settings Menu Settings System Messages

* First Name: |John |
Middle Initial: []

* Last Name: |Doe |
* Email Address: |jdoe@th|‘sisafakeemail.com " 'Exclude From Email

Primary Phone Number: | |

Secondary Phone Number: | |

Mobile Number: | |

* Indicates required fields

*First Name: User’s first name
Middle Initial: User’s initial of their middle name
*Last Name: User’s last name

*Email Address: User’'s email address. This is the email address they will receive notifications
from Positive Pay.

Primary Phone Number: User’s primary phone number.
Secondary Phone Number: User’s secondary phone number.
Mobile Number: User’s mobile number.

*First Name, Last Name and Email Address are required fields

Do not hit Submit. Click on the Security Settings tab.
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5. Security Settings

Contact Information Security Settings Menu Settings System Messages

* Username: ‘

* Password: ‘ ’

* Verify Password: ‘ |

Passwords require uppercase letters, lowercase letters, numbers and special characters.
Customer: Japan Longing Club
Account Nickname:
Type to filter... Showing 1 of 1 Assigned

Checking Expense

Add All

[) Assign all new accounts to this user

v Transaction Data User Rights

v Setup User Rights

[CJuser Locked

* Indicates required fields

Enter in the Username, Password, and Verify Password. (These are required fields)

It is recommended that these credentials are consistent with the user’s Business
Online credentials when they were established. For password use Abcd1234!

Company: Will default to your company name.

Account Nickname: To move one account, click on an account and it will automatically move
it from Available to Assigned or you can click Add All to add all accounts. To remove an
account, click on an account in Assigned and it will automatically place it back in Available or
Remove all to remove all accounts.
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Transaction Data User Rights: Select the drop down to allow the user to add/edit
transactions, delete transactions, and download issued check files. You can give the user
access for Check Exceptions only, ACH Exceptions only, or Both Check and ACH Exceptions.

A Transaction Data User Rights

Allow user to add/edit transactions
Allow user to delete transactions

Allow user to download issued check files

Check Exception Type: \ Cannot view exceptions or make decisions v|

ACH Exception Type: \ Cannot view exceptions or make decisions v|

6. Use the check boxes to allow the user to do the following:

o Add/Edit transactions — this will allow the user the ability to edit transactions (i.e.
make pay and return decisions, void items).

o Delete transactions — this will allow the user the ability to delete transactions from
the system. Transactions can be deleted by clicking on the delete button while
viewing transaction details.

o Download issued check files — this will allow the user the ability to download
issued check files from the Issued Check File Processing Log screen.

o Check Exception Type — Choose the user’s check exception type to Cannot view
exceptions or make decisions, Can view exceptions, or Can view exceptions and
make decisions

o ACH Exception Type — Choose the user's ACH exception type to Cannot view
exceptions or make decisions, Can view exceptions, or Can view exceptions and
make decisions

Setup User Rights: Select the drop down to allow the user to add ACH authorization rules in
Quick Exception Processing, allow the user to add/edit ACH authorization rules in ACH
Authorization Rules, allow them to add/edit Transaction Filters/Blocks, or allow them to add/edit
Security Templates.

A Setup User Rights

[_J Allow user to add ACH Authorization Rules in Quick Exception Processing
(] Allow user to add/edit ACH Authorization Rules in ACH Authorization Rules
(] Allow user to add/edit Transaction Filters/Blocks

[CJ Allow user to add/edit Security Templates

Cash Management
Senior Administrator Guide | January 2024 Page 28



User Locked: Should only be used when you want to remove the user from Positive Pay.

Do not hit Submit. Move to the Menu Settings tab.

7. Menu Settings
a. Select the User Security Template: Positive Pay Client Access (main template)
to grant the new user access to all standard features. You may choose *Create
new template* to select certain access features for this new user.

Contact Information Security Settings Menu Settings System Messages

User Security Template: \Positive Pay Client Access (main template) v

Menu options this user can access

Exception Processing - Quick Exception Processing
Transaction Processing - Submit Issued Check File
Transaction Processing - Add New Issued Check
Transaction Processing - Void a Check

Transaction Processing - Check Search

Transaction Processing - Transaction Extracts
Transaction Processing - ACH Transaction Search
New Client Setup - User Setup (Client)

Stop Payments - Current Stop Payment Requests
Transaction Reports - Daily Checks Issued Summary
Transaction Reports - Stops and Voids

Transaction Reports - Exception Items

Transaction Reports - Stale Dated Checks
Transaction Reports - Account Reconciliation Summary
Transaction Reports - Check Reconciliation Summary
Transaction Reports - Deposit Reconciliation Summary
Audit Reports - Transaction Audit Log

System Reports - ACH Authorization Rules

System Reports - Transaction Filters / Blocks
System Reports - Issued Check Processing Log

Web Links - WSUD Form

If you create a new template click each check box you would like the user to have access to in
their menu settings. The following are some examples:

o Exceptions Processing: (Recommended) Allows the user to use the Quick Exception
Processing screen to manage all exception item activity. Pay and return decisions can
be made on all items via a single screen.

e Transaction Processing: Allows the user upload check file submissions, add new issued
checks (manual checks), void a check, reverse Positive Pay extract, and conduct
searches on checks, ACH transactions and paid checks.

o New Client Setup: Allows the user to set ACH rules or ACH Transaction filters or blocks.

o Stop Payments: Allows the user to see all current stop payment requests.

e Transaction Reports: Allows the user to select from a number of activity reports in
Positive Pay.

o Audit Reports: Allows the user audit all transactions on Positive Pay

o System Reports: Allows the user to access reports on ACH rules, Transaction
Filter/Blocks, and Issued check file processing.
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e Web Links: connects you to Greenfield Savings Bank ACH Written Statement of
Unauthorized Debit form. If utilizing ACH Positive Pay, Web Links will need to be
checked off so the user can access the ACH Written Statement of Unauthorized Debit
form.

8. Once all menu items have been selected, move to the System Messages tab. Do not hit
Submit.

System Messages:

Contact Information Security Settings Menu Settings System Messages

User Notification Template: [All Email v

Message Email
CLIENT - No exceptions

CLIENT - Exception notification

CLIENT - Reminder to process exceptions

CLIENT - Filtered / blocked transaction notification
CLIENT - Unauthorized ACH transaction notification
CLIENT - Issued file processing status

CLIENT - New ACH authorization rule added
CLIENT - New transaction filter / block added

(W< HE<H<H<N<N<N<)

System Messages will allow you to select email notifications you would like the user to receive.
If you would like to select all email notification click the User Notification Template drop down
and select All Email.

9. Click Submit.

Note: Once the first user is established you can click on an existing user’s Copy link and it will
carry all of the security, menu, and notification settings to the new user. You will only have to
establish the user’s contact information and credentials.

User Setup (Client)
User Status: [ Active v| [Search | m 1 of 1 records
N L S TS N N

Cyhowski, Jared jcyhowski@greenfieldsavings.com 1/11/2024 1:12 PM Active Edit | Copy

Add New

10. Now you can go back to your Business Online and enter the Username and Password in
the Interface Specification section for each user you added. See page 9 for reference
and page 22 to follow the steps to edit a user profile. Interface Specification is near the
bottom. The Positive Pay Username and Password must match what was entered in
Positive Pay User Setup.
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Removing a User:

1. Once in Positive Pay User Setup (Client) Click Edit

User Setup (Client)
User Status: | Active v| [search | m 1 of 1 records

Cyhowski, Jared jcyhowski@greenfieldsavings.com 1/11/2024 1:12 PM - Edit | Copy

Add New

User Setup (Client)

| Contact Information | Security Settings Menu Settings System Messages ‘

* First Name: |JDhn |
Middle Initial: []

* Last Name: |Doe |
* Email Address: |kboula@greenﬂeldsavings.ocrm | [JExclude From Email

Primary Phone Number: | |

Secondary Phone Number: | |

Mobile Number: | |

* Indicates required fields

[V Archive User

2. Select Archive User and click Submit. This will deactivate the user, but will not delete
them from the system. To view all archived users click on the User Status dropdown and
select Archived.

User Setup (Client)
- User Status: [ Archived v] [search | m 1 of 1 records
N S T S S N

Archive, Test User TestUserArchive jcyhowski@greenfieldsavings.com Archived Edit | Copy

Add New
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3. This will list all archived users. You can reactivate them by clicking Edit and removing
the check box from Archive User in the User Setup (Client) screen.

Resetting a PIN

If an employee forgets the PIN they selected for their token you can reset the PIN or they can
call Greenfield Savings Bank. This section will walk you through resetting a PIN.

1. After you log in to Business Online, go to the Administrations tab.

Welcome, Jared Gyhowski a0 Us | Locations | Alerts m Chat | Profile | LogOut
Last log in: Jan 11, 2024
‘ ; Greenfield

Savings Bank

Home Accounts Payments & Transfers Checks Administration

@ Greenfield Savings Bank Offices and Teller Connect Services will be closed on Monday, January 15th in Observance of Martin Luther King Jr. Day. This is a non-ACH processing

day.

Alerts Pay Or Transfer
A stay Alert Internal
Know about changes to your finances and online security. Choose when and what alerts you get by email or text
message ACH

Wire
> ~

Accounts (@ EditAccounts = Print -

Wire import
CD Current Balance Bil
1
xxxxxx 5218 $20.63 Recent v =

2. Click on Employee Profile & Permissions

Home Accounts Payments & Transfers Checks & Deposits Administration

Administration

ACH Template Wire Template Employee Profile & Permissions Employee Accounts Business Role Definitions

ACH Template

Select External Transfer Criteria

Inquire ACH Transfer Transfer Description: [
() Change ACH Transfer Date Range: | [ Tof =
() New AGH Transfer Amount Range: [ To
() New ACH Transfer Using Existing Transfer Reference Number. |
() Delete ACH Transfer Trensier Prioniy: Al [v]
(O Review ACH Transfer SCHType (hone) [v]
() ACH Transfer Template
(2 ACH File Import Template
() Review ACH Template
Import ACH Transfer
(0 NACHA
() Non MAGHA
Submit

Help Member FDIC Member DIF  Equal Housing Lender

® 2015-2019 Fiserv, Inc. or its affiliates.
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3. Select the Change Employee button and click submit or search for a specific Username
for an employee. Then select the employee you need to change.

Employee Profile & Permissions

Select User Criteria

{7 Inquire Employes
(®) Change Employse

Name: |

GoTo... Godaﬁ Username
() New Employse
(=) Mew Employes Using Existing Employee
() Delets Employee
Employee List -]
Name Client Name
Buffy Summers Mrs J's Sweet Shoppe
Cayde Sixx Mrs J's Swest Shoppe
Hamy Dresden Mrs J's Sweet Shoppe

Melanie Johnson Mrs J's Swest Shoppe

Shannon Manzi Mrs J's Sweet Shoppe

4. Now you are looking for the Security section. The Pin box will need to be cleared out.
Just delete what is in the box and give them a temporary PIN. You can use 1234 or any 4
digit combination. Now click on the Save Icon. Let them know what you changed their
PIN to and have them sign in. Once they log in with the temporary PIN they will be
prompted to change it.

Access ID: mturtle  Change Password
PIN: [sone]
Tems Acceptance Date:

Support

Always remember when editing an Employee under Profile and Permissions that you either use
the Close Icon or Save Icon to navigate away from the current employee you are looking at. You
also have the ability to Refresh which will remove any changes you haven’t saved. You also
have a Print Icon. This Tool Bar is always at the top of the pop up window.

Print

Close Refresh

Save
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Business Online offers a Help Tool at the top of every page you navigate to. It will bring up Help
for the current page you are on. Once in the new window you can click on anything you may
need help on. Business Online Help does have some differences as it was created to be a
general help for any company using it. Some differences include:

e ACH Manager refers to ACH Origination
o Wire Manager refers to Wire Transfers
o Merchant Capture refers to Remote Deposit.

Help may also refer to some services that you may not have the ability to use based on your
access level or what your business chose to use. This Help Tool is not available in all of the
Administration Windows, please contact Greenfield Savings Bank for help with Administration
tools.

If you need assistance with setting up any of the Business Online features listed in this guide,
please email businessonline@greenfieldsavings.com or call Greenfield Savings Bank at 413-
775-8150. Support is available during normal business hours.
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