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Activity
Task 1: Review Activity

Step 1. On the main Dashboard tap Menu (three lines on the left-hand side), select ACCOUNTS to
review

DASHBOARD
DOLLAR BANK X
M Smith

08/23/2021 - 14:30

DASHBOARD

ACCOUNTS

Step 2. You will be able to review Activity, Prior Day or Current Day.

ACCOUNTS

MANAGE ACCOUNTS

@ Activity
® Prior Day

® Current Day

ACCOUNT & RESEARCH TOOLS

® Transaction Search

DellarBank
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Create Transfers

Task 2: Create a Single Transfer
For a one-time single transfer, follow these steps.

Step 1: Tap Transfers and under Create Transfers, select Single.

TRANSFERS

MANAGE

® Transfer Center

@ Transfer Template Center

CREATE TRANSFERS

® Single

® Loan

Step 2: Fill in all required information. Required fields are marked with an asterisk (*).

Your Date options are:

o Today’s date which will be processed on the current date.
e Future date which will be processed on the date selected.

DellarBank
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Select your desired Frequency for the transfer:
e One-Time Only

e Recurring: Select Recurring Schedule and Number of Payments options.

* Required Fields

Transfer From %

XYZ - xxxxxxx2205 - 163795.35

Transfer To »

ABC -xxxxxxx5022 - 34335.46

Amount

1.00

Date #

08/11/2021

Frequency

o One-Time Only

Recurring

Options

Add Memo Information

|

Tap Continue to review the transfer.

NOTE: Memo Information is visible in Transfer Center only when the transfer is Completed.

DellarBank
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Step 3: To make changes, tap Edit Transfer. To cancel the whole transfer, tap Cancel.

If everything is correct, tap Submit Transfer.

The Successful Submit message will appear with the transfer reference number.

T

Successful Submit

Transfer with reference number 8DXCO83WO0V has
been created successfully.

Transfer Center

Step 4: To see the transfer details, tap Transfer Center.

— TEETE
TRANSFER CENTER
ALL PENDING
Date ¥ 0
08/20/2021
Completed ACH Filter 4

$200.00

NOTE: If your company utilizes Dual Control on transfers, the transfer will be in the Pending tab of the Transfer
Center with the status of Pending Approval. If your company does not require Dual Control, the transfer will be
in the Pending tab of the Transfer Center with a status of Scheduled.

DellarBank:
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Task 3: Create a Loan Transfer

Transfers can be setup to loan accounts.

Below are the steps to perform a single loan transfer- from a single account to a single loan account.
Step 1: Under Create Transfers, select Loan.

TRANSFERS

MANAGE

® Transfer Center

@® Transfer Template Center

CREATE TRANSFERS

® Single

@® Loan

Step 2: Provide the loan transfer details. Required fields are marked with an asterisk (*).
e Enter Loan Account.

e Other Amount Type allows the split of loan amount into Interest and Principal.
e Select Frequency and other options if required.
e Enter Recurring Frequency and Memo Information if needed.

DellarBank
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Al O =©

CREATE LOAN TRANSFER

TRANSF...

* Required Fields

Other Amount Type
Click for split amount options

Date

08/10/2021

Frequency

o One-Time Only

Recurring

Options

Add Memo Information

Tap Continue.

NOTE: For information on how loan payments are applied, please contact your lender.

Step 3: Review the transfer. You have the ability to Cancel, Edit Transfer, or Submit Transfer. If the information is
accurate, and you’d like to move forward, tap Submit Transfer.

Step 4: The Successful Submit message will appear with the transfer reference number.

I W

Successful Submit
Transfer with reference number |J1805WXE1 has

been created successfully

DeollarBank:
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To see the transfer details, tap Transfer Center.

TRANSFER CENTER
ALL PENDING
Date ¥ 0
08/20/2021
Completed ACH Filter 4

$ 200.00

NOTE: If your company utilizes Dual Control on transfers, the transfer will be in the Pending tab of the Transfer
Center with the status of Pending Approval. If your company does not require Dual Control, the transfer will be
in the Pending tab of the Transfer Center with a status of Scheduled.

Payment Center

Task 4: Approve a Payment
If your company has elected to utilize Dual Control for Payments, follow the steps below to approve a payment.

Step 1: From the Notification Center, tap Approvals and select ACH Approvals.

]
ACH Approvals e n
(Tl

Wire Approvals

Alternatively, go to the Payments menu and select the Payment Center under Manage.

DellarBank
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PAYMENTS

MANAGE

® Payment Center

® Template Center

® Master Recipient List

Step 2: Under Pending tab select the transaction(s) to approve.
Step 3: Review the payment. The options are as follows:

Approve — This approves the request for processing by the bank.

¢ Review the payment instructions. Enter the Security Number and Password, then
tap Approve.

e The Successful Submit message will appear.
o After the approval is complete, the Payment will be in a Scheduled status.

Reject —This stops further processing of the request in its current form.

e Therequest can be edited and submitted again for approval. In the Memo
field, you can specify the reason to reject the payments.

e Review the payment instructions. Enter the Security Number and
Password, then select Reject.

MANAGE PAYMEN...

ALL PENDING

Payment Date ¥ ye)

07/30/2021

&

Pending Approval

PPD - Prearranged  Jean Bonnie
Payment and Deposit

$1.00

———— 1
| |

Tap Approve.

DollarBank
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Step 4: On Approve Payments screen provide the Memo information, Passcode and tap Approve.

= AE 9@ =@

(Items)

AUTHORIZATL...

Memo

Challenge

214870

Passcode »

Enter Passcode

The Successful Submit message will appear.

Successful Submit
You have successfully approved payment D28T6MUSFV.

NOTE: You can approve payments only if you are designated in the system as an approver. You cannot
approve any payments you created or last modified.

In addition, lack of account access or exceeding a limit can prevent you from successfully approving
a payment.

10
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Make a Deposit
Task 5: Deposit Check

Step 1. Tap Deposit Check.

14 DEPOSITS

DEPOSITS

® Deposit Check

@® Deposits History

Step 2. Enter all deposit information: Amount, which account it will be applied to, along with a picture of Check
(Front & Back).

Step 3: Click on Deposit Check.

A Qi =

DEPOSIT CHECK

Amount #

To

Front of check Back of check

DellarBank
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Task 6: Deposits History

Step 1: Select Deposits History.

DEPOSITS

® Deposit Check

|. Deposits History |

Step 2: View and Manage Deposit History.

A O =0

'DEPOSIT HISTORY

MANAGE HISTO...

Date & ,O
07/28/2021
ABC Payroll
Posted $1.25
A
BACKTO TOP

DollarBank
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Check Services

Task 7: Manage Stop Payments

Step 1. From Dashboard, select Check Services. Here you will see manage stop payments, create single stop,
along with how to research check images.

Step 2. Under MANAGE, select Stop Payments. A list of all Stop Payments will appear.

< CHECK SERVICES

MANAGE

@ Stop Payments

CREATE

@ Single Stop

RESEARCH TOOLS

® Check Inquiry

Step 3. To view details, tap gray arrow next to the Stop Payment you want to view.

Step 4. To Cancel the Stop Request, tap the Check Number(s) shown in blue.

Check Number(s)

Account Nickname

ACH filter test 3

Account Number

X000xx6183

Check Date

Create Date/Time

08/24/2021 15:31

Type

Stop Request

Status

Stopped

Amount

$250.00

Expiration

08/24/2022

13
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Step 5. Tap Cancel Stop Request.

— AW ©° =o

VIEW STOP PAYMENT REQUEST

STOP PAYMENT REQUE...

Checking Account
ACH filter test 3 - xxxxxxx6183

Check Numbers
2505

Amount

$250.00

Payee

Abc

Expiration

08/24/2022

Timestamp
08/24/2021 15:31

The Successful Submit Box message will appear. You will have the ability to Manage Stop Pay from this box.

Successful Submit

You have successfully created the Cancel Stop Payment
Request for check(s) 2505

Task 8: Create a Single Stop

Step 1. From Dashboard, select Check Services. This is the same area you Manage a Stop Payment.

14

DellarBank:
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Step 2. Under CREATE, select Single Stop. Required fields are marked with an asterisk (*). You have the ability
to Enter Memo.

= AW QO =

CREATE SINGLE STOP PAYMENT

STOP PAYMENT INFORMATI...

* Required Fields

ACH filter test 3 - xxxxxxx6183

Expiration Term

12 months

Stop Type #

o Single —

Range

Check Number

2505

Amount

Step 3. Select Continue

Step 4. Preview Stop Payment Information. You will have the ability to Select, Cancel, Edit, or Submit.

15
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Step 5. If all information looks correct and you want to move forward, select Submit.

PREVIEW STOP PAYMENT

STOP PAYMENT INFORMATI...

Account
ACH filter test 3 - xxxxxxx6183

Expiration Term
12 months

Stop Type
Single

Check Number
2505

Amount
$250.00

Payee
Abc

Reason

Lost Check

The Successful Submit message will appear. You will have the ability to Manage Stop Pay or Create Another Stop Pay

from this box.

Successful Submit

You have successfully created the Stop Payment Request
for check(s) 2505

Manage Stop Pay Create Another

16

DellarBank:



BUSINESS ONLINE BANKING « USER GUIDE « MOBILE

Bill Payment

You can easily pay your bills with a tap of the finger. All vendors/merchants must be added through the desktop version
of Business Online Banking. Once added, payments can be managed through mobile app.

Task 9: Pay a Bill

Step 1. From Dashboard Menu, select BILL PAY and then Pay Bill

BILL PAY

@ Pay Bill

® Manage Bill Pay

Step 2. Required fields are marked with an asterisk (*). Tap Continue.
= A ® 0o =& o

CREATE BILL PAYMENT

PAY BLI...

Pay To #
Pay From
Amount »

Date %

NOTE: The day you select is the day you want your payment(s) to be delivered to your vendor. This is the same
day the funds will come out of your account.

17
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Step 3. Preview your Bill Payment. You have the option to Cancel or Submit. If all the information looks correct
and you'd like to move forward, select Submit.

PREVIEW BILL PAYMENT

PAY BI...

Pay To

Office Supplies Inc

Pay From

ACH Test - xxxxxxx2205

Amount

$ 25.00

Date
09/06/2021

The Successful Submit message will appear. You will have the ability to Manage Bills from here.

Successful Submit

Bill Payment 20210825092647320196 has been created
successfully.

Manage Bills

Task 10: Manage Bill Payments

Step 1. From Dashboard Menu, select BILL PAY and then Manage Bill Pay. Same location as Create Bill
Payment.

From here you will see a list of all Scheduled Bill Payments (separate tab for Bill Payment History). You will also
see the status of the payment.

18
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BILL PAYMENT

MANAGE BIL...

SCHEDULED HISTORY

ALL PENDING APPROVAL (9]

Date & P

08/30/2021

XXXXXXX2205

InProcess

ABC 20.00 USD

09/01/2021

XXXXXXX2205

Pending

XYZ 25.00 USD

To edit a bill payment, under manage payments, you will click on the date.

100% M

= ©

BILL PAYMENT

MANAGE BILLS

SCHEDULED HISTORY
ALL PENDING APPROVAL ©
Date a o

09/01/2021 L
XXXXXXX2205

Pending
Office Supplies Inc 175.12USD

09/21/2021

XXXXXXX2205

Pending

Paper Company 102.00 USD

09/22/2021

XXXXXXX2205

Pending

Light Company 4519 USD

09/28/2021

XXXKXXX2205

Pending

Trucking Company 132.74 USD

i (@] <

19
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The next screen will show up for you to edit the amount or date of the payment.

.l 100% 0

A @ =0

EDIT BILL PAYMENT

PAY BILL

PayTo w

Business Credit Card 3]

Pay From

Checking - xxxxxxx2205 o

09/20/2021

. -

A
BACK TO TOP

Dollar Bank offers a wide variety of products and services. If you have
any questions regarding a specific account or service, please contact us.

< Call Us
1-855-282-3888

o a
e &
B | ncsc@dollarbank.com

11 O <

Any Bill Payments that require approval, will be listed under PENDING APPROVAL.

Date
09/01/2021

Account Number

XXXXXXX2205

Status

Pending

Payee

Office Supplies Inc

Amount

25.00 USD

DellarBank:

PREVIEW BILL PAYMENT

PAY BILL

Pay To

Business Credit Card

Checking - xxxxxxx2205

Amount

$175.99

Date

09/20/2021

A
BACK TO TOP

Dollar Bank offers a wide variety of products and services. If you have
any questions regarding a specific account or service, please contact us.

N Call Us
1-855-282-3888

Emall Us
‘ - ‘

tmcsc@dollarbank.com

o

BILL PAYMENT

MANAGE BIL...

SCHEDULED HISTORY

| PENDING APPROVAL )

PREVIEW BILL PAYMENT

PAY BILL

PayTo

Business Credit Card

Checking - xxxxxxx2205

$175.99

Date

09/20/2021

Successful Submit

Bill Payment 20210914134230432406 has been modified successfully

A
BACKTO TOP

Dollar Bank offers a wide variety of products and services. If you have
any questions regarding a specific account or service, please contact us.

1] @} <

Step 2. By selecting on the gray arrow box, you will have the ability to view Details of the payment.

20
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Step 3. To Delete or Approve a payment, select the payment you wish to delete/approve, followed by
Delete/Approve button. From here it will confirm you wish to Delete/Approve.

— A0 ® 1 o
BILL PAYMENT

MANAGE BIL...

SCHEDULED HISTORY

—rt 1
ALL PENDING APPROVAL o A Q@ = o

DELETE BILL PAYMENT

\ Date a be
- MANAGE BIL...
‘ 08/30/2021
XXXXXXX2205
Pending
Light Company 20.00 USD
Date 09/01/2021
23:21@0222105 Account Number XXXXXXX2205
Pending Payee Office Supplies Inc
Office Supplies Inc 25.00 USD Amount 25.00 USD

“

A Successful Submit Box will pop up. You will have the ability to Manage Bills from this box.

Successful Submit

Bill Payment 20210825092647320196 has been deleted
successfully.

Alerts

Task 11: View Alerts

Step 1: To view the alerts for you, tap Bell icon on top of the screen.

21
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Payment Status
Template Change
Template Change
Payment Status
Payment Status

23 more

Step 2: You will see a list of Alerts present for you. Tap Go to Alerts to view the details.
Step 3: View Alerts screen will have the list of all Alerts.

— A Q@9 =0

VIEW ALERTS
Date/Time A

Date/Time 07/12/2021 13:42
ubject ® Payment Status

Date/Time 07/12/2021 13:54
Subject ® Payment Status
Date/Time 07/13/2021 12:33

subject ® External Transfer
Account Reminder

Date/Time 07/13/2021 20:03

Subject ® External Transfer
Account Verification
Reminder

22
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Tap the Subject to view the details of the Alert. The details will be displayed as below:
e Tap Done to go back to the View Alerts screen.
e Tap Delete to delete the alert.

e Tap Cancel to cancel the viewing.

24 VIEW ALERT ()

From
Alert

Received
07/12/2021 13:42 (Eastern Time)

Alert Type
Payment Status

Message
You currently have a PPD - Prearranged Payment &
Deposit payment, LSFQGRBSNN, in a Deleted status.

23
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DollarBank:

Treasury Management
1-855-282-3888
Dollar.Bank/BusinessOnline

= Equal Housing Lender. Member FDIC. Copyright © 2021, Dollar Bank, Federal Savings Bank. BUSO014 21
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