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Online Banking Enroliment

Business Enrollment

1. Go to RocklandTrust.com and click “Account Logins” at the top right of the page.

ROCKLAND _
Locations Careers Rates ContactUs AboutUs FAQs

BANK —

Where Each Relationship Matters® Personal  Small Business  Commercial =~ Wealth & Investments  Learning Center | Q Search

Apple Watch -

. - - :5
Monitor Your Accounts in FREE SAVINGs 1
No Time ‘ XX1234

AVailapla Balancg
e

Check your account balances and recent = : S 1 ,234 56
transactions quickly and easily on your Apple Watch. - :

LEARN MORE

2. Click on the “Business Banking” tab and click “Enroll”.

Personal Banking Investment Accounts Business Banking

Log 1In to your Business Accounts
Rockland Trust gives you a variety of services that help you use and manage
your accounts, whenever and wherever you want.

Online Banking Login
Bill Pay Demo | Security

Remote Deposit Plus

Business Credit Card

Tax Payments

Foreign Exchange Online



3. Enter the required fields on the Business Online Banking Enrollment Form and click
“Submit Enrollment” when finished.

ROCKLAND

Business Online Banking Enrollment
Form

Please complete the form below to request enrollment inte online banking. When completed, click on the submit button to securely forward the request to cur E-
Banking team for review and processing. We will contact you with your login credentials via email once the application is processed, Should you have any questions,
please contact us at 888.878.7824 for assistance.

CUSTOMER INFORMATION |

Company Name | | TN | |

Street | | City | |

State Massachusstts ¥ Zip | |

Business Phone | | Cell | |

Email Address: | |

[ AccounT numeers |

7. [ [N |

| ADMINISTRATOR INFORMATION "MUST BE A SIGNER. |

Administrator 1:

First Nami | Last Mame

Social Security Number
Mother's Maiden Name

Date of Birth

Administrator 2:

First Name

Social Security Mumber

| Daytime Phone Number

| Business E-Mail Address

| Requested Login ID

| Last Mame

| Daytima Phone Number

Maother's Maiden Name | Business E-Mail Address

Date of Birth | Requested Login ID

ADDITIOMNAL SERVICES |

f you are interested in originating ACH capabilities from your business account, please email our Cash Management Officers at RTCCashManagement ®Rockland Trust.com. If
wou are interested in Wire Tramsfer capabilities from your business account, please email our Wire Transfer Department at RTCWire Transfer @RocklandTrust.com.

I Submit Enrollmant I Resst I

Your request will be sent to our E-Banking team for review and processing. We will contact you

with your login credentials via email once the application is processed. This could take up to two
business days.



Login Process and

Device Registration

Login Process

1. Go to RocklandTrust.com and click “Account Logins” at the top right of the page.

ROCKLAND | Ciie]
Locations Careers Rates ContactUs AboutUs FAQs & ACCOUNT LOGINS

BANK —
Where Each Relationship Matters® Personal  Small Business  Commercial ~ Wealth & Investments ~ Learning Center =~ Q Search

Apple Watch ~
4:57

Monitor Your Accounts in &3 FREE Savings
No Time % XX1234

Availghe Bala

CIELT

Check your account balances and recent $ 1,234 56
transactions quickly and easily on your Apple Watch. 3 :

2. Click the “Business Banking” tab and enter your Business User ID in the box, then click
the “Log In” button.

Personal Banking Investment Accounts Business Banking

Log in to your Business Accounts
Rockland Trust gives you a variety of services that help you use and manage
your accounts, whenever and wherever you want.

Online Banking Login

Enroll | Bill Pay Demo | Security

Remote Deposit Plus

Business Credit Card

Tax Payments

Foreign Exchange Online



3. Enter your password and click “Submit”.

ROCKLAND

TRUST®

Password

| am a new user. Forgot your password?

4. Select the location where you would like to have a Secure Access Code delivered.

ROCKLAND

TRUST

We do not recognize this device. For security purposes, please select a Secure Access Code
delivery method below:

| have a Secure Access Code

Phone to : (xxx) o - 1234

E-mail : xooxx1234@xxail.com

Text : (oo xxx - 1234

Back



5. Enter the Secure Access Code in the box once it has been received and click “Submit”.

It may take a few minutes to receive your Secure Access Code. Once received, your X
Secure Access Code will be valid for 5 minutes.

ROCKLAND

TRUST

Enter your Secure Access Code

Back

NOTE: Secure Access Codes are only valid for 5 minutes.

6. Select the appropriate registration option.

ROCKLAND

TRUST

Device Registration

Access Code Accepted.

Do Mot Register Device

NOTE: We recommend you only register the device if it’s your own personal computer
and not a public computer others have access to. When registering your computer, we
place a cookie in your browser. Your computer must be configured to accept cookies

from this site. Next time you log in, you only need to enter your User ID and password.



Forgot your Password?

1. Go to RocklandTrust.com and click “Account Logins” at the top right of the page. Enter

your Business User ID, and on the next screen click “Forgot Your Password?”

ROCKLAND

TRUST

Password

| am a new user. Forgot your password?

2. Re-enter your Business User ID and click “Submit”.

ROCKLAND

TRUST

Please submit your user name to reset your password.

User ID

Back




3. Select the location where you would like to have a Secure Access Code delivered.

ROCKLAND

TRUST

We do not recognize this device. For security purposes, please select a Secure Access Code
delivery method below:

| have a Secure Access Code

Phone to : (o) xxx - 1234

E-mail : joom1234@xxail.com

Text : (ood) xxx - 1234

Back

4. Enter the Secure Access Code in the box once it has been received and click “Submit”.

It may take a few minutes to receive your Secure Access Code. Once received, your
Secure Access Code will be valid for 5 minutes.

X

ROCKLAND

TRUST®

Enter your Secure Access Code

Back

NOTE: Secure Access Codes are only valid for 5 minutes.



5. Enter a new password using the requirements listed and click “Submit”.

ROCKLAND

TRUST

Please set your new password:

(i) Password Requirements:

s Must be between 8 and 20 characters

* Must contain at least 1 number

s Password must contain a minimum of 1
lower case characters.

s Password must contain a minimum of 1
upper case characters.

s Password must contain a minimum of 1
special characters.

* Password may not contain the following
characters <=8&.

* May not be the same as current passwaord

MNew Password

Confirm New Password

Back




Accounts, Account Details,

and Transaction History

Accounts

1. Alisting of accounts the user has access to will appear in the middle of the screen.

2. The Transfer Money Now option on the top right corner of the screen is a direct shortcut
to the Funds Transfer option within the Move My Money menu.

3. Clickonthe : icon to the far right of Account Overview to create or rename account

groups.

4. Click the @ icon shown above the account listing towards the right side of the screen
to print a listing of accounts.

5. Click on any account to go to the Account Details page to view account details and
transaction history associated with the account.

ROCKLAND

TRUST

Accounts Transfer MOI’lEy Now

Accounts

Messages

Helpful Information:

zfia

Move My Money S ACCOUNT OVERVIEW Malting Adiiren
288 Union Street
Activity Center . % Rockland, MA 02370
Free Savings : Revolving Account :
e Available Balance Available Balance Routing Number: 011304478
Y Current Balance Current Balance
SWIFT Code: RTCOUS33
Alerts
_ te Account . Operating account
Statements Available Balance Available Balance
Current Balance Current Balance

Commercial

Services

Settings

Locations

Schedule an Appointment

Frequently Asked Questi...

Log Off



Account Grouping

1. Click and drag the selected account to the tray icon that will appear.
ROCKLAND

TRUST

Accounts Transfer Money Now

Accounts

[T— Helpful Information:
Move My Money ACCOUNT OVERVIEW : Mailing Address
288 Union Street
: Rockland, MA 02370

Activity Center

Routing Number: 011304478

Bill Pay

SWIFT Code: RTCOUS33
Alerts

Statements

Commercial

Services

Settings

Locations

Schedule an Appointment

OCKLAND
K TRUST

@ Accounts

Transfer Money Now

Accounts @
Messages Helpful Information:
Move My Money , ACCOUNT OVERVIEW Mailing Address
: 288 Union Street
: Rockland, MA 02370

Activity Center

Bill Pay Routing Number: 011304478

Current Balance

SWIFT Code: RTCOUS33
Alerts

Statements

Commercial

Services
New Group X

Settings

Locations

Schedule an Appointment

Frequently Asked Questi...

NOTE: Click the -~ to collapse groups and the .- to open groups.



Account Details and Transaction History

1. Alisting of the details for the account can be found by clicking the three dots. Click

“View History”.

ROCKLAND
TRUST

Click the "pencil’ icon to nickname your account group.

Accounts

Accounts

Messages

Move My Money ACCOUNT OVERVIEW

Activity Center

Bill Pay

| View History I

Quick Transfer

Alerts

Statements

Nickname Account

Commercial
Move to

Services
Settings
Settings

Locations

Schedule an Appointment

Frequently Asked Questi...

@

X

Transfer Money Now >

Helpful Information:

Mailing Address
288 Union Street
Rockland, MA 02370

Routing Number: 011304478

SWIFT Code: RTCOUS33

2. A page will appear that will show all transactions associated with the account.

ROCKL
L

For advanced search options, click 'Show Filters'.

Accounts < Back to Home

Messages FREE SAVINGS XXXX

Last Updated: Month DD, YYYY XX:XX AM/PM
Move My Money

Activity Center Transactions Details

Bill Pay
Alerts
TELEE k. Search transactions
Commercial
Services Date Memo or Description
il MONTH DD _
e = WITHDRAWAL
YYYY
Locations
MONTHDD (o pEPOSIT
YYYY

Frequently Asked Questi__

Log Off

Welcome back

$700.00 $700.00

Current Balance | Available Balance

Amount
($100.00)
$700.00

$400.00
$800.00

NOTE: Transactions performed the same day as you’re viewing your account will appear

as Pending and will eventually display as the date the transaction posted to the account.



Click the “Export” button on the right side of the screen to display a listing of available
formats. The export will include all transactions specified in the filter by the user.

Transactions  Details & Settings

Back at the three dots in Step 1, click “Quick Transfer” and input a From, To, and an
Amount then click “Transfer Funds”.

Quick Transfer

From Account

To Account

Amount

3 0.00

Transfer Date

Advanced Options Transfer Funds ‘




5. Back at the three dots in Step 1, click “Nickname Account” to change the name of the
account. Click “Save” once done.

Nicknames

The global nickname changes the account name for all users who don't have
their own nickname set for this account. Your personal nickname for this
account is only visible to you.

Account Name Accrued Interest
Certificate $0.00
Account Number Current Balance
CD- XN 1234 $0.00

Global Nickname

Personal Mickname

Cancel Save

NOTE: Global Nickname will allow the administrator to set an account nickname visible
to all users. Personal Nickname will allow the user to set their own nickname visible only
to that user which will overwrite the Global Nickname set by the administrator.




Account Conversations Inquiry
1. Onthe View History page, click the three dots and click “Ask a question”.

Transactions  Details & Settings

Q Y & 4

Print

Search transactions

(.

Ask a question

2. All account details for the account you selected will automatically be filled in. Type your
inquiry in the Message box, add any supporting documents, and click “Send message”.

NOTE: Click the “Attach Support Documents” link to bring up your computer’s files.
Attach the items that support your Account Inquiry.

Account Inquiry

Subject
Inquiry regarding account: SAV-XXXXX 6789

Message *

Attachments

Attach Support Documents 2]

Inquiry Details

Account Type: FREE SAVINGS Description: FREE SAVINGS
Account: 123456789

m




Activity Center

Activity Center lists all user activity initiated from within Rockland Trust Online Banking. This
page can be accessed by selecting the “Activity Center” tab in the menu.

Single Transactions

1. Click “Filters” to reveal searchable fields.

. Online Activity @

Messages

Single Transactions  Recurring Transactions ~ Mobile Deposit History

Mave My Money

Activity Center o & @ \ Search Transactions

2. To customize the search, input the information in the fields then click “Apply Filters”.
To save the customized filtered search, click “Save Filter in Favorite”.

Filters X
Transaction Type Status Account SEC Code

All ‘ All ‘ All ‘ All
Created By Min Amount Max Amount

All ‘ ‘ $ 0.00 ‘ % 0.00

Filter by created date

Start Date End Date Tracking 1D Batch ID

MM/DD/YYYY '_t" ‘ ‘ ‘ ‘

MM/DD/YYYY el ‘

@ Save Filter in Favorite m | Apply Filters |




3. When viewing the Activity Center, below are some key statuses you may see:

a. Authorized — all approvals have been satisfied and ready to be processed

@m 0 o0 T

Failed — transaction has been denied

Cancelled — user has cancelled the online transaction

Pending — transaction processing has been interrupted

4. Click the three dots on a transaction to view its available options.

Activity Center

Single Transactions

Created date

MM/DD/YYYY

MM/DD/YYYY

MM/DD/YYYY

MM/DD/YYYY

Recurring Transactions

Status

Authorized

Processed

Processed

Processed

Transaction Type

Domestic Wire - Tracking 1D:

12344321

Domestic Wire - Tracking 1D:

12355321

Domestic Wire - Tracking 1D:

12366321

Domestic Wire - Tracking 1D:

12377321

Mobile Deposit History

Account

FREE SAVINGS SAV- X00(X6789

Free Checking DDA- XXXXX1234

Free Checking DDA- XXXXX1234

Free Checking DDA- X2000{1234

Recurring Transactions and Mobile Deposit History

Drafted — additional approval outstanding (transaction will not be processed)
On Hold — transaction is under review and may not be processed

Processed — transaction has been completed and can no longer be cancelled

Amount

(s 1B
[
|

Expand

Cancel

Copy

Print Details

1. Within the Activity Center, click “Recurring Transactions” to view online transactions
which are set up to occur in a series OR click “Mobile Deposit History” to view historical
checks that have been deposited using the Mobile Deposit functionality.

Accounts

Messages

Move My Money

Activity Center

Online Activity @

Single Transactions I Recurring Transactions ~ Mobile Deposit History I

Y Q@

-

Search Transactions

NOTE: Apply filters and view details as you would for single transactions.



Secure Messages

Secure Messages

1. Click on “Messages” on the left hand menu and click “New Conversation”.

7} Accounts

Conversations
Messages m
No Messages ?
Delete multiple

B  move My Money

NOTE: The “Messages” feature is a secure messaging function which allows for two-way
communication between the online banking user and Rockland Trust. Since the message
is delivered securely within online banking, sensitive materials like account numbers and
Social Security Numbers can be safely included in the body of the message.

2. Select the appropriate topic from the drop-down menu

Accounts

Conversations

No Messages

Messages

Delete multiple

Move My Money NEW CONVERSATION

i Message recipient
Activity Center
--Select Topic-- v
Bill Pay

Message subject

Alerts

Statements

Message

Commercial

Services

Settings

Locations

Frequently Asked Questi__

Log Off

E P

Attach a file

@ Supported attachment file types:

.ach, .ddf, .doc, .docx, .log, .pdf, .ppt, .pptx, .prn,
rif, text, .xt, wpd, xls, xlsx




3. Enter a Subject and a Message. Click “Attach a file” link to bring up your computer’s

2

files. Attach the items that support your Secure Message then click “Send Message”.

Accounts .
Conversations

Messages
No Messages
Delete multiple

Move My Money NEW CONVERSATION

- Message recipient
Activity Center

--Select Topic--

Bill Pay

Message subject
Alerts

Statements

Message
Commerdial

Services

Settings

Locations

Frequently Asked Questi__

Log Off

Attach a file

@ Supported attachment file types:

ach, ddf, doc, docx, .log, pdf, ppt, pptx, prn,
rif, text, wxt, wpd, xls, xlsx

NOTE: Incoming and outgoing messages will appear in the column directly to the right of

the menu bar in descending date order with the newest messages up top. A numeric
indicator will appear in red next to Messages indicating how many unread messages are
in your mailbox.



Transfer Funds

Transfers

1. Select “Between Accounts” under the Move My Money menu.

Accounts —
BetWeen ACCOUntS () search ransactions

Messages

Al Pending Processed
Move My Money From Account

Between AcCounts No history available

(L T To Account

Activity Center

Bill Pay
Amount

ELETs s 0.00
Statements

Frequency

Commercial

One time transfer N
Services

Transfer Date
Settings

11/18/2019

Locations
Frequently Asked Questi... Memo (optional)

Enter letters and numbers only
Log Off

Transfer Funds

2. Select a From Account, To Account, enter an Amount, select a Frequency, and choose a
Transfer Date. If you'd like you can also enter a Memo to display in the Activity Center.

NOTE: The date for the transaction may be the current date or a future date. Same day
transfers occur in real-time. Internal transfers submitted after 9:00 p.m. EST may be
credited to your account on the next business day. External transfers submitted after
4:30 p.m. EST may be credited to your account on the next business day but may take
two business days to complete.

3. At the bottom of the page, click “Transfer Funds” to submit the transfer.

Memo (optional)

Enter letters and numbers only

| Transfer Funds I




Multiple Account Transfers Template Creation

1. Under the Move My Money tab, click “Between Accounts”. Then under the Multi-
Account Transfers tab, click “Create Template”.

Funds Transfer

Individual Transfers Multi-Account Transfers

Create Template Transfer Funds

2. Enter a Template Name and Memo. For each transfer you would like to send, fill out the
From Account, To Account, and Amount. Click “+ Add Another Transfer” to add another.
Click “Save” once done.

Template Name Template Access Rights

1 of 1 users selected

Origination Details

Memo

Push Memo to All

Transfers (3) -

. Find accounts in transfer

From Account To Account Amount
Main acct Second checking et s
DDA-XKXKXETES $1000.00| | DDAXXKXX9999 5$500.00 510000  Test :
Second savings Primary sawings £300.00 Test :
SAV-XXXXX4321 5200000 | | sAv-KKKIG1111 51500.00 e o :
Primary savings Main acct $300.00 Test .
SAV-DEXH1111 51500.00 DDA-XEEREETSD 5 1000.00 . 25t :
I + Add another transfer I
$600.00

3 transfers

Cancel

NOTE: Push Memo To All adds the memo to all transactions in the template.



3. To go back to the Funds Transfer section, click “Close”. To move forward with the
payment, click “Send Payment”.

Template Saved

Template Saved

4. Input your Transfer Date for the transfers. If it’s a recurring transfer, click “Set

Schedule”. Then select your Frequency and the End Date. Once done, click “Save”.

Edit Template

Multi Transfer Test (Funds Transfer)

Origination Details
Transfer Date Recurrence

~| Use same Date for all transfers Set schedule

11/15/2019

NOTE: If you uncheck Use Same Date For All Transfers you can select different dates for
each transfer.

5. Once complete, click “Submit” to send the transfers.

$600.00

Cancel Submit
3 transfers




Creating a One-Time Multiple Account Transfer

1. Under the Move My Money tab, click “Between Accounts”. Then under the Multi-
Account Transfers tab, click “Transfer Funds”.

Funds Transfer

Individual Transfers Multi-Account Transfers

L Search Create Template Transfer Funds |

2. Input your Transfer Date for the transfers. For each transfer you would like to send, fill
out the From Account, To Account, and Amount. Once done, click “Submit”.

Funds Transfer

Origination Details

Transfer Date

Recurrence
| Use same Date for all transfers Mone
o a
Mema
Push Memo to All
Transfers (3) .
L. Find accounts in transfer

From Account To Account Amount

Y, Search by name ar nunm Search by name or num $0.00

4 5earch by name or numn Search by name or numnm $0.00

Y, Search by name ar nunm Search by name or num $0.00

-
3 transfers

NOTE: Push Memo To All adds the memo to all transactions in the template.




Online Banking Alerts

Security Alerts

1. All of your Security Alerts will show up on the home page of the Alerts screen.

NOTE: Some alerts may be turned off and on, but the most critical alerts are mandatory
and cannot be turned off. These alerts will be greyed out.

2. Click Q to turn on an alert and click m to turn off an alert.

3. Click “Edit Delivery Preferences” to modify how and where you would like to receive
your security alerts.

SECURITY ALERTS (18) AN

Edit Delivery Preferences I

Alert me when an address is changed.

Alert me when a recipient is added.

Alert me when a computer/browser is successfully registered.

Alert me when my password is changed.

Alert me when secure access code contact information is changed.

Alert me when my login ID is changed.

Alert me when forgot password is attempred for my login ID.

Alert me when an invalid password for my login 1D is submitted

0O 0 6 0 0 0 0 0 ©

Alert me when the forgot password process is attempted unsuccessfully.



4. Enter your contact information for all the delivery preferences you would like to be
notified at. Once completed, click “Save”.

Delivery Preferences

EMAIL ADDRESS

Email Address

PHONE NUMBER

Country

Area Code Phone Number

SMS TEXT NUMBER

Message and data rates may apply. Expect 1 message/transaction.

Country

Area Code Phone Number

Agree To Terms

Terms and Conditions

Cancel Save




Online Banking Alerts

1. Click “Alerts” on the menu and click “+ New Alert”.

Accounts

Messages

Move My Money

Activity Center

Bill Pay

Alerts

Statemenits

Commercial

Services

Settings

Locations

Frequently Asked Questi...

Log Off

Alerts

SECURITY ALERTS (18)
Edit Delivery Preferences

Alerc me when an address is changed
Alert me when a recipient is added.

Alert me when a computer/browser is successfully registered

Account Alert
History Alert

Online Transaction
Alert

Reminder

NOTE: On the following pages are steps on how to set up various types of Alerts. Every

walkthrough will pick up right after clicking “+ New Alert” as seen in the step above.



Account Alerts

1. Click “Account Alert”.

2. Select an Account to populate a list of available Account Balance Types to choose from.

€—Back to Alerts

New Account Alert

Account

Corporate Account SAV-X000(3946 $160.41 hY

Account balance type

Available Balance

Collected Balance

Current Balance

Interest Paid Current Year

Interest Paid Last Year

Amount

‘ More than

‘ Less than H Exactly |

‘ $ 0.00 ‘

Alert Delivery Method

‘ Emai | ‘ Voice ‘ ‘ 5MS Text Message

‘ Secure Message Only ‘




3. Select a threshold type to be notified about then enter the Amount of that threshold.

Amount

‘ More than ‘ Less than H Exactly ‘

‘ $ 0.00 ‘

Alert Delivery Method

‘ Emai ‘ ‘ Voice ‘ ‘ SMS Text Message ‘ ‘ Secure Message Only ‘

4. Select an Alert Delivery Method and click “Create Alert” to finish.

Amount

‘ Moare than ‘ Less than H Exactly ‘

‘ 5 0.00 ‘

Alert Delivery Method

‘ Emai ‘ ‘ Voice ‘ ‘ SMS Text Message ‘ ‘ Secure Message Only ‘




History Alerts

1. Click “History Alert”.

2. Select a Transaction Type to be notified about.

New History Alert

Transaction Type

Debit Transaction Credit Transaction Check Number Description
Amount

Maore Than Less Than Exactly

3 0.00
Account

Alert Delivery Method

Email Voice SMS Text Message secure Message Only



3. Select a threshold type to be notified about then enter the Amount of that threshold.

Amount

Mare Than Less Than Exactly

] 0.00

Account

Alert Delivery Method

Email Voice SMS Text Message Secure Message Only

4. Select an Account as well as an Alert Delivery Method. Once finished, click “Create Alert”
to finish.

Account

Alert Delivery Method

Email Voice SMS Texr Message Secure Message Only




Online Transaction Alerts

1. Click “Online Transaction Alert”.

2. Select a Transaction to populate a list of available Accounts to choose from.

NOTE: You will only see options that are applicable to your user rights.

New Online Transaction Alert

Transaction

Account

Status

Alert Delivery Method

Email Voice SMS Text Message Secure Message Only

Select a Status and an Alert Delivery Method. Once finished, click “Create Alert” to finish.

Status

Alert Delivery Method

Email Voice SMS Text Message Secure Message Only




Reminder Alerts

1. Click “Reminder”.

2. Select an Event to be notified about and a Date of that event. If the date occurs every
year (such as a Birthday or Anniversary) be sure to click “Recurs Every Year”.

New Reminder

Event

Select a date

/| Recurs Every Year

Message

Alert Delivery Method

Email Voice SMS Text Message Secure Message Only

3. Add a Message and choose an Alert Delivery Method. Once finished, click “Create Alert”.

Message

Alert Delivery Method

Email Voice SMS Text Message Secure Message Only




Online User Management

1. Click “Users” under the Commercial menu then click “Add User”.

Accounts

User Management

Messages
@ Search Users Add User
Move My Money

Activity Center

User Email Address Last login
Bill Pay

First Last First.Last@CompanyName.com 2 months ago 7
Alerts
Statements First Last First.Last@CompanyName.com 2 months ago Va
Commerdial First Last First.Last@CompanyName.com 2 months ago f
Users

First Last First.Last@CompanvName.com 2 monrhs asn &

2. Enter the required fields for the new user and click “Save New User Details” when
completed.

New User Details

PERSONAL DETAILS

First Name (Max 25 Characters) Last Name (Max 50 Characters) Email Address
Phone Country Phone
Select Country N, ‘

LOGIN DETAILS

Login ID Password Confirm Password

Discard New User Details Save New User Details

3. Once the user is created, you will need to set the user’s entitlements and limits.



4. To adjust, click the transaction type on the left navigation bar and adjust the Rights and
Approval Limits for each transaction type that appears in the reading pane to the right.

Transactions Features Accounts

Transaction Filter:

Filter: YN Enabled Disabled

ACH Pass Thru ACH PASS THRU

Lal

$11.00 Rights

v Draft

v Approve v Cancel

Enabled

1]

Approval Limits

Per Transaction

Daily

Monthly

Maximum Amount

$ 11.00
$ 11.00
$ 115,575,000.00

Maximum Count

999999999

999999999

NOTE: Rights is where you can approve or remove certain authorization. View can be
changed to All, Own, or None. Approval Limits lets you adjust the limits for the user.

5. Select the appropriate non-transaction features by clicking 0

click @ to turn off a right.

Transactions Features Accounts

FEATURES @

)\ Search

-
RIGHTS

-0

Access to all payment templates

@) canview all recipients

@@ wmanage Recipients

@) Alow one-time recipients

@) Eenable Centrix Positive Pay

@) manage Users

to turn on a right and




6. Designate the user’s Account rights. Remove access by clicking -/ and give access by

clicking (). To give access to all accounts in one click, click the small boxes next to the
column titles. If it appears for you, you may need to click Show Unassigned Accounts.

Transactions

ACCOUNTS @

Number

SAV-XXXXX

SAV-XXXXX

DDA-XXXXX

DDA-XXXXX

Features Accounts

Name

Free Savings

Corporate Account

Operating account

Revolving Account

View

v

Deposit

v

N4

Withdraw

V4

4

NOTE: If you assign rights to a user to deposit into one of your business account(s) and the user
makes a check deposit using the mobile banking app, please be aware that the user will receive
all future deposit email notifications for all of your business accounts. This includes any check
deposit(s) made into any of your business accounts by any user, regardless of the user’s rights to
view or deposit into that account. Users who have made a deposit will continue to receive
deposit email notifications until you notify Rockland Trust to delete them.

7. To finalize your changes, click “Save” at the top right.

Test User

User Policy

Overview

8. Go back to “Users” under the Commercial menu and click the pencil to edit the user.

Accounts

Messages

Move My Money

Activity Center

Bill Pay

Alerts

Statements

Commercial

Users

Features Accounts

User

First Last

First Last

First Last

First Last

User Management

Email Address

First.Last@CompanyName.com

First.Last@CompanyName.com

First.Last@CompanyName.com

First.Last@CompanvName.com

Last login

2 months ago

2 months ago

2 months ago

2 monrhs aFo

=



9. View user info as well as modify their rights by clicking “Assign Rights”.

View User

First Name (Max 25 Characters) *

First

Email Address *

First.Last@CompanyName.com

Phone Country *

United States

Login Name

ExampleUser

Channel

Internet

* - Indicates required field

Last Name (Max 50 Characters) *

Last

Phone *

(123)456-7890

Status Last Logon

Mormal MM/DD/YYYY

Cancel Assign Rights



Recipient Management

A Recipient is an individual or company which is either debited or credited via ACH or Wire.

Add Recipient (Domestic and International)

1. Select “Recipients” under the Commercial menu and click “New Recipient”.

Accounts Pl
Recipients

Messages

Move Mone:

Activity Center

Bill Pay Name Email Address Number of Accounts Actions

Alerts
ABC Company 1
Statements

123 Company 1

Commercial

Users Test Corporation .‘

2. Recipient Name is used for sorting/referencing the recipient in the Recipients menu.
Email Address is for the recipient’s email. If you would like the recipient to be notified,
click the “Send Email Notifications For Template Payments” box.

Add Recipient

Recipient Name * Email Address *

, Send email notifications for template
' payments

+ Add account

NOTE: Send Email Notifications For Template Payments generates an email to the
recipient at the time the transaction is processed by Rockland Trust. Although ACHs and
Wires have been received, they are still subject to verification and may be cancelled.

3. Choose your Payment Type. Based off your choice, other details will populate.

Account - New ACH and Wire M/A

Payment Type

ACH Only
Wire Only
ACH and Wire




a. ACH Only — Click the blue check after entering the Recipient’s:
i. Account Type ii. Account Number iii. ACH Routing Number

NOTE: You can use the Financial Institution (Fl) feature to look up the routing number of the
recipient by the financial institution name

Payment Type
ACH Only

Account Type * ACCOUNT/IBAN *
Select Account Type

Financial Institution (Fl) Refined Search  ACH Routing Number *

L Search by name or routing #.

:

b. Wire Only — Click the blue check after entering the Recipient’s:
i. Account Number/International Bank Account Number
ii. Beneficiary Financial Institution information (need Routing/ABA Number)
iii. Intermediary Financial Institution information (if applicable)

NOTE: You can use the Financial Institution (Fl) feature to look up the routing number of the
recipient by the financial institution name

Payment Type Beneficiary Type
Wire Only Domestic
ACCOUNT/IBAN * Financial Institution (FI) Refined Search

L, Search by name or routing #.

Beneficiary Financial Institution &

Name * Country * Wire Routing Number *
Address 1 Address 2 City
State Postal Code

Select State

Intermediary Financial Institution =

Name Country Wire Routing Number
Address 1 Address 2 City
State Postal Code

Select State




c. ACH and Wire — Click the blue check after entering the Recipient’s:
i. Account Type
ii. Account Number/International Bank Account Number
iii. ACH Routing Number
iv. Beneficiary Financial Institution information (need Routing/ABA Number)
v. Intermediary Financial Institution information (if applicable)

NOTE: You can use the Financial Institution (Fl) feature to look up the routing number of
the recipient by the financial institution name

Payment Type Beneficiary Type
ACH and Wire

Account Type * ACCOUNT/IBAN *
Select Account Type

Financial Institution (FI) Refined Search  ACH Routing Number *

L Search by name or routing #.

Beneficiary Financial Institution =

Name * Country * Wire Routing Number *
Address 1 Address 2 City
State Postal Code

Select State

Intermediary Financial Institution &

Name Country Wire Routing Number
Address 1 Address 2 City
State Postal Code

Select State




NOTE: If you are sending an International Wire, click “Wire Only”. Then change the
Beneficiary Type to International and enter the Recipient’s SWIFT/BIC Number.

Payment Type Beneficiary Type International Account Type
Wire Only N International N Account and SWIFT/BIC Y

ACCOUNT/IBAN *

Beneficiary Financial Institution @

Name * Country * SWIFT/BIC *

Select Country N

4. Fill out the Recipient Details
a. Recipient Wire Name — name inserted into Fed Wire File

b. Recipient ACH Name — name inserted into batch header record in the NACHA file

c. ACH ID Field — used to indicate something specific to Recipient (i.e. Employee ID)

d. Fill out the Recipient’s address (this is optional for ACH but mandatory for Wires)
Recipient Details ~
Recipient Wire Name Recipient ACH Name ACHID
Country Address 1+ Address 2

United States '
City * State * ZIP *

Select State A

5. Click “Save Recipient” at the bottom of the page.

Templates (0)




Upload Recipients From Your Accounting Software

1. Click “ACH and Wire” under the Commercial menu. Click “One-Time Payment” and
choose the One-Time Payment option you would like to upload for.

Accounts
ACH and Wire
Messages
e MAKE A PAYMENT
Activity Center One-Time Payment ]
Bill Pay ACH Wire Other
Alerts Collections Domestic Wire Payment From File
Statements Payments International Wire
Commercial . Payroll nent  Single Receipt
st Paid Amount Actions
Users Single Payment
ACH and Wire Single Receipt

2. Click “Upload From File” in the top right of the page.

; : - U From File
International Wire cnengeTyps

3. Click the “Import File” box to bring up your computer’s file drives. Select a file to upload
that is compliant with our file specs requirements. Click on “Save Recipients”.

Payment From File
4 International Wire Samgle File (.csv)

INTERNATIONAL WIRE UPLOAD GUIDELINES

File must be in _csv format and follow the specification

Please note wire transactions are executed per their order in the file

File colurnns represent the mandatory wire fields where each column header in the sample file represents the Field Name and tag number
File must contain no mare than 20 wire transactions to be executed

& International Wire File Specification (. pdf)

Import File *

- Indicates required field

Cancel




ACH and Wire

Template Management

ACH Template Creation

1. Click “ACH and Wire” under the Commercial menu. Click “New Template” and choose
the ACH Template you would like to create.

Accounts

ACH and Wire
Messages
M MAKE A PAYMENT
Activity Center One-Time Payment
Bill Pay
PAYMENT TEMPLATES
Alerts
New Template A Search templates
Statements
ACH Wire o : _
Gamemeroal Payments  Payrol Single Payment  Single Receipt
Collections Domestic Wire X
Last Paid Date Last Paid Amount Actions
Users
Payments International Wire
ACH and Wire
Payroll

Recipients
Single Payment

ACH Pass-Thru
Single Receipt

Tax Payment

2. You will be presented with a screen asking for the Template Properties. You can name
the template and determine who else at the company is allowed to access the template.

Payments

Template Properties

Template Name Template Access Rights

1 of 1 users selected

NOTE: The example above is for Payments, but you can always change the ACH type by
clicking “Change Type” to the right of the title.



3. For the Origination Details section, fill in the following:

SEC Code — not applicable for Payroll
Company Entry Description — optional field used to enter in the file type
From Subsidiary — the company initiating the payment

o 0 T o

Account — select the corresponding offset account for the commercial payment

Origination Details

SEC Code Company Entry Description From Subsidiary

Account

4. For the Recipient section, fill in the Recipient/Account field by creating a New Recipient
or selecting an existing Recipient from the drop down list. To select more than one
recipient, click “+Add Another Recipient”.

Recipients (1) Filters: m Pre-Notes ,  Find recipients in payment

+ Add multiple recipients

Recipient/Account Amount

L Search by name or account. ‘ 3 0.00

I + Add another -'e:'p'er:l

NOTE: You can leave Amount blank when creating your template so that each time you
use the template, the Amount field will be blank and you can enter the Amount for that
specific transaction.

5. Once completed, click “Save”.

$00.00

E Cancel
payment




6. To go back to the ACH and Wire section, click “Close”. To move forward with the

payment, click “Send Payment”.

Template Saved

Template Saved

Send Payment

7. If you clicked “Send Payment” you will be taken to a screen to review your ACH. Here
you can also set a date to send the payment, input an amount (if needed), and Draft or

Approve based on your user rights.

Edit Template

Example (Payments)
Origination Details

SEC Code Company Entry Description From Subsidiary

SEC Code will display here Subsidiary will display here

33333$E}'E§

Account Effective Date Recurrence

Account name will display here | s

DDA-XXKNK1234 $800.00 [EF]
Recipiencs(1) L Find recipients in payment S

Recipient/Account Amount
Recipient name will appear here $0.00
Checking 123456789 b
$0.00 Cancel Draft Approve
1 payments

NOTE: Click the three dots to Expand Row and add an Addendum.




Editing Existing ACH Templates

1. Click “ACH and Wire” under the Commercial menu. Click on the three dots of the

template you would like to Edit.

Accounts

ACH and Wire
Messages
Move My Money MAKE A PAYMENT
Activity Center One-Time Payment
Bill Pay

PAYMENT TEMPLATES

Alerts
New Template

Statements

. 58 Results Filters:m Collections
Commercial

Name
Users

ACH and Wire

ABC
Recipients
ACH PassThru AR
Tax Payment

art

Transaction Menitoring

L Search templates

Domestic Wire

Type

Single Payment (PPD)

Collections (PPD)

Payments (CCD)

International Wire

Recipients

Payments  Payrol Single Payment  Single Receipt

Last Paid Date Last Paid Amount Actions

Click to view template ABC actions H

2. The information from the last payment will autofill in the boxes, you will need to update
the applicable information for your new ACH payment. Click “Save” when complete.

Single Payment

Template Properties
Template Name

1 of 1 users

Origination Details

SEC Code

Account

Recipient/Account Amount

Template Access Rights

selected

Company Entry Description

From Subsidiary

Cancel




3. To go back to the ACH and Wire section, click “Close”. To move forward with the

payment, click “Send Payment”.

Template Saved

Template Saved

Send Payment

4. If you clicked “Send Payment” you will be taken to a screen to review your ACH. Here
you can also set a date to send the payment, input an amount (if needed), and Draft or

Approve based on your user rights.

Edit Template

Example (Payments)
Origination Details

SEC Code Company Entry Description From Subsidiary

SEC Code will display here Subsidiary will display here

333333E?EE

Account Effective Date Rocumence

Account name will display here n | Hlahe

DDAXKNXK1234 $800.00 [ER]

Resiptentaih) L Find recipients in payment S

Recipient/Account Amount

Recipient name will appear here

w
=}
=
o]

Checking 123456789
$0.00 Cancel Drafc Approve
1 payments

NOTE: Click the three dots to Expand Row and add an Addendum.




Recurring ACH Transaction Set-Up

1. Click “ACH and Wire” under the Commercial menu. Click “New Template” and choose
the ACH Template you would like to create.

Accounts

ACH and Wire
Messages
e ey MAKE A PAYMENT
=  Activity Center One-Time Payment
Bill Pay
PAYMENT TEMPLATES
Alerts
New Template L Search templates
Statements
ACH Wire : )
EoaTenEr i Payments  Payro Single Payment  Single Receipt
Collections Domestic Wire
Last Paid Date Last Paid Amount Actions
Users
Payments International Wire
ACH and Wire
Payroll

Recipients
Single Payment

ACH Pass-Thru
Single Receipt

Tax Payment

2. You will be presented with a screen asking for the Template Properties. You can name
the template and determine who else at the company is allowed to access the template.

Payments |

Template Properties

Template Name Template Access Rights

1 of 1 users selected

NOTE: The example above is for Payments, but you can always change the ACH type by
clicking “Change Type” to the right of the title.

3. For the Origination Details section, fill in the following:

a. SEC Code — not applicable for Payroll

b. Company Entry Description — optional field used to enter in the file type

c. From Subsidiary —the company initiating the payment

d. Account —select the corresponding offset account for the commercial payment

Qrigination Details

SEC Code Company Entry Description From Subsidiary

Account



4. For the Recipient section, fill in the Recipient/Account field by creating a New Recipient
or selecting an existing Recipient from the drop down list. To select more than one
recipient, click “+Add Another Recipient”.

Recipients (1) Filters: m Pre-Notes ,  Find recipients in payment
+ Add multiple recipients

Recipient/Account Amount

L Search by name or account. ‘ 3 D.00

I + Add another recipient I

NOTE: You can leave Amount blank when creating your template so that each time you
use the template, the Amount can be filled with an amount for that specific transaction.

5. Once completed, click “Save”.

‘$ 00.00 Cancel ﬂ
payment

6. To go back to the ACH and Wire section, click “Close”. To move forward with the
payment, click “Send Payment”.

Template Saved

Template Saved

7. If you clicked “Send Payment” you will be taken to a screen to review your ACH.




8. Select your initial “Effective Date” for the payment and under Recurrence, click “Set
Schedule”.

Origination Details

SEC Code Company Entry Description From Subsidiary

SEC Code will display here Subsidiary will display here
+4s455780

Account Effective Date RecifFrenca

ill display here % | Setrschedule

$800.00

9. Select the frequency and end date. After this, click “Set Recurring Transaction”.

X
Schedule Recurring Transaction

How often should this transaction repeat?

1st Of The Month Weekly Yearly
Last Day Of The Month Every Other Week

1st & 15th Of The Month Monthly

15th & Last Day Of The Month Quarterly

Daily (Manday - Friday) Semi-Annually

When should this transaction stop?

On/Before Date

After occurrence(s)

Forever (Until | Cancel)

| set Recuning fransaction |

10. Back on the ACH review screen, click “Save”.

$0.00
1 payments (1 for 30.00)

Cancel

Save



Domestic/International Wire Template Creation

1. Click “ACH and Wire” under the Commercial menu. Click “New Template” and choose
the Wire Template you would like to create.

Accounts
ACH and Wire
Messages
e MAKE A PAYMENT
Activity Center One-Time Payment
Bill Pay
PAYMENT TEMPLATES
Alerts
I New Template L, Search templates
Statements -
ACH Wire : )
EoaTenEr i Payments  Payro Single Payment  Single Receipt
Collections Domestic Wire
Last Paid Date Last Paid Amount Actions
Users
Payments International Wire
ACH and Wire
Payroll

Recipients
Single Payment

ACH Pass-Thru
Single Receipt

Tax Payment

2. You will be presented with a screen asking for Template Properties. You can name the
template and determine who else at the company is allowed to access the template.

Domestic Wire [crenze ned]

Template Properties

Template Name Template Access Rights

I 1ofl users selected I

NOTE: The example above is for a Domestic Wire, but you can always change the Wire
type by clicking “Change Type” to the right of the title.

3. For the Origination Details section, select if you would like to use the same Subsidiary
and Account for all wires:

a. From Subsidiary —the company initiating the payment
b. Account — select the corresponding offset account for the commercial payment

Origination Details

From Subsidiary Account

Use same Subsidiary for all wires Use same Account for all wires



4. For the Recipient section, fill in the Recipient/Account field by creating a New Recipient
or selecting an existing Recipient from the list. You will also need to fill out a Message to

Beneficiary and the Purpose of Wire.
Wires (1) , Find recipients in payment

+ Add multiple recipients

Wire Details
Recipient/Account Amount

\, Search by name or account. $ 0.00
From Subsidiary lAccount

L Search by name \  Search by name or number

Message to Beneficiary @
| A
Purpose Of Wire @
| A

NOTE: You can leave Amount blank when creating your template so that each time you

use the template, the Amount can be filled with an amount for that specific transaction.

NOTE: For International Wires, you will need to select the Currency.

5. Once completed, click “Save”.

-

6. To go back to the ACH and Wire section, click “Close”. To move forward with the
payment, click “Send Payment”.

9

Template Saved

Template Saved

X




7.

If you clicked “Send Payment” you will be taken to a screen to review your Wire. Here
you can also set a date to send the payment, input an amount (if needed), and Draft or
Approve based on your user rights and your Wire Transfer Agreement.

Example (Domestic Wire)

Origination Details

Process Dare

| Use sarmé Daze for all wires

Process Date

Wires (1)

Wire Details

RecipientfAccount

Domestc Wire Co

Chediing

From Subsidiary

Message 1o Beneficiany
Example
Purpase OF Wire 2

Example

OPTIOMNAL WIRE INFORMATION

£0.00

1 wires

Recurrence

i

Amount

5

Account

Cancel

NOTE: Click the three dots to Expand Row and add a Description.

Edit Template

NOTE: If you have any questions or issues, you may contact our Wire Department during

business hours at 781.982.6888.




Editing Existing Domestic/International Wire Templates

1. Click “ACH and Wire” under the Commercial menu. Click on the three dots of the
template you would like to Edit.

Accounts

ACH and Wire

Messages

Move My Money MAKE A PAYMENT

Activity Center One-Time Payment

Bill Pay

PAYMENT TEMPLATES
Alerts
New Template L Search templates

Statements
: 14 Results Filters: Al Collections International Wire ~ Payments  Payroll  Single Payment  Single Receipt
Commercial . ’

Name Type Recipients Last Paid Date Last Paid Amount Actions
Users

ACH and Wire Bart Domestic Wire 1 :

Recipients

Pay
ACH Pass-Thru Domestic wire test Domestic Wire
Edit
Tax Payment Con
DYy
Empower Trust Co Domestic Wire
Transaction Monitoring Delete

2. The information from the last payment will autofill in the boxes, you will need to update
the applicable information for your new Wire payment. Click “Save” when complete.

Template Properties

Ternplate Mame Template Access Rights

Origination Details

From Subsidiary Account
Uz sarme Subshdiany for all wirss Use came Account for all wines
Wires (1)
+ Add ultiphs reCipis
Wire Details
Recipient/Accouwnt Amount
¢ Wire Co &
Checicing 23z Erd o
From Subs diary Account

Message to Beneficiary

Purpose OF Wire

Example

o
*0.00 Cancel




3. To go back to the ACH and Wire section, click “Close”. To move forward with the
payment, click “Send Payment”.

4.

Template Saved

Template Saved

If you clicked “Send Payment” you will be taken to a screen to review your Wire. Here
you can also set a date to send the payment, input an amount (if needed), and Draft or
Approve based on your user rights and your Wire Transfer Agreement.

Origination Details

Process Date

| Use same Date for all wires

Process Date

Wires (1)

Wire Detalls
Reciplent/Account

From Subsidiary

Message o Beneficiary
Exarnple
Purpose OF Wire o

ample

50,00

1 wires

Recurrence

L=l

Amount

Account

Cancel

NOTE: Click the three dots to Expand Row and add a Description.




Recurring Wire Transaction Set-Up

1. Click “ACH and Wire” under the Commercial menu. Click “New Template” and choose
the Wire Template you would like to create.

Accounts
ACH and Wire
Messages
e MAKE A PAYMENT
Activity Center One-Time Payment
Bill Pay
PAYMENT TEMPLATES
Alerts
New Template L, Search templates
Statements =
ACH Wire : )
EoaTenEr i Payments  Payro Single Payment  Single Receipt
Collections Domestic Wire
Last Paid Date Last Paid Amount Actions
Users
Payments International Wire
ACH and Wire
Payroll

Recipients
Single Payment

ACH Pass-Thru
Single Receipt

Tax Payment

2. You will be presented with a screen asking for Template Properties. You can name the
template and determine who else at the company is allowed to access the template.

Domestic Wire [crenze ned]

Template Properties

Template Name Template Access Rights

I 1ofl users selected I

NOTE: The example above is for a Domestic Wire, but you can always change the Wire
type by clicking “Change Type” to the right of the title.

3. For the Origination Details section, select if you would like to use the same Subsidiary
and Account for all wires:

a. From Subsidiary —the company initiating the payment
b. Account — select the corresponding offset account for the commercial payment

Origination Details

From Subsidiary Account

Use same Subsidiary for all wires Use same Account for all wires



4.

For the Recipient section, fill in the Recipient/Account field by creating a New Recipient
or selecting an existing Recipient from the list. You will also need to fill out a Message to
Beneficiary and the Purpose of Wire.

Wires (1) ., Find recipients in payment

+ Add multiple recipients

Wire Details
Recipient/Account Amount

L Search by name or account. $ 0.00
From Subsidiary .Account

L Search by name A\ Search by name or number

Message to Beneficiary @
Purpose Of Wire @

| A

NOTE: You can leave Amount blank when creating your template so that each time you
use the template, the Amount field will be blank and you can enter the Amount for that

specific transaction.
NOTE: Click the three dots to Expand Row and add a Description.

NOTE: For International Wires, you will need to select the Currency.

Once completed, click “Save”.

Cancel

To go back to the ACH and Wire section, click “Close”. To move forward with the
payment, click “Send Payment”.

<

Template Saved

Template Saved

send Payment




7. If you clicked “Send Payment” you will be taken to a screen to review your Wire.

8. Select your initial “Process Date” then under Recurrence, click “Set Schedule”.

Origination Details

Process Date Recurrence

W Use same Date for all wires
Setschedule

Process Date

i

210772024 | &

9. Select the frequency and end date. After this, click “Save”

X
Schedule Recurring Transaction

How often should this transaction repeat?

1st Of The Month Weaekly Yearly
Last Day Of The Month Every Other Week

1st & 15th Of The Month Monthly

15th & Last Day Of The Month Quarterly

Daily (Monday - Friday) Semi-Annually

When should this transaction stop?

On/Before Date

After occurrencel(s)

Forever (Untif | Cancel)

10. Back on the Wire review screen, click “Draft” or “Approve” based on your user rights

$0.00 Cancel Draft Approve
1 payments

NOTE: If you have any questions or issues, you may contact our Wire Department during
business hours at 781.982.6888.



ACH Transactions

Paying Existing ACH Templates

1. Click “ACH and Wire” under the Commercial menu. Click on the three dots of the
template you would like to Pay.

Accounts

ACH and Wire

Messages

e MAKE A PAYMENT

Activity Center One-Time Payment

Bill Pay
PAYMENT TEMPLATES

Alerts
New Template L Search templates

Statements

58 Results Filters: PN} Collections DomesticWire  International Wire  Payments  Payrol Single Payment  Single Receipt

Commercial

Name Type Recipients Last Paid Date Last Paid Amount Actions

Users

ACH ana Wire asc Single Payment (PD) :

Recipients |
Pay

ACH Pass-Thru AR Collections (PPD) 8 i
Edit

Tax Payment Copy

art Payments (CCD) 1
Transaction Monitoring Dalere

2. You will be taken to a screen to review your ACH. Here you can set a date to send the
payment, input an Amount, and Draft or Approve based on your user rights.

ABC (Single Payment) £ Template

Origination Details

SEC Code Company Entry Description From Subsidiary
PPD - Prearranged Payment and Deposit ABCCO L
Account Effective Date Recurrence

Corporans ACCownt None
Recipient/Account Amount

(=]
o

Cancel Draft I Approve



Creating a One-Time ACH Transaction

1. Click “ACH and Wire” under the Commercial menu. Click “One-Time Payment” and
choose the One-Time ACH Payment you would like to make.

Accounts

ACH and Wire

Messages

P — MAKE A PAYMENT

Activity Center I One-Time Payment I

Bill Pay ACH Wire Other

Alerts Collections Domestic Wire Payment From File

Statements Payments International Wire

= nent  Single Receipt
Commercial ~ Payroll

Users Single Payment

ACH and Wire Single Receipt

2. Forthe Origination Details section, fill in the following:

a. SEC Code — not applicable for Payroll
b. Company Entry Description — optional field used to enter in the file type
c. To/From Subsidiary — the company initiating the payment
d. Account — select the corresponding offset account for the commercial payment
e. Effective Date — set a date to send the payment
Payments [ChaneeTiec]
Origination Details
SEC Code Company Entry Description From Subsidiary
Account Effective Date RecUrrence

set schedule

NOTE: The example above is for Payments, but you can always change the ACH type by
clicking “Change Type” to the right of the title.

5t Paid Amount Actions



3. For the Recipient section, fill in the Recipient/Account field by creating a New Recipient
or selecting an existing Recipient from the list. To select more than one recipient, click
“+Add Another Recipient”.

Recipients (1) Filters: Pre-Motes A Find recipients in payment

+ Add multiple recipients

Recipient/Account Amount

e

~ Search |J}' name or account

0.00 []

I + Add another 'ec'pientl

NOTE: Click the three dots to Expand Row and add an Addendum.

4. Once completed, you can Draft or Approve based on your user rights.

1 payment




ACH Pass-Thru

ACH-Pass-Thru is a feature originators can use to send a balance NACHA formatted file.

1. To get started, under the Commercial tab, click on ACH Pass-Thru.
2. To add afile, click on Choose File.
3. Enter the date you would like to process the file and click Draft or Approve.

Accounts

ACH Pass-Thru

Messages

Move My Money

Choose File

ST T Memo (optional)

Bill Pay

Alerts
STATtEmMEnts
Commercial

PASS-THRU UPLOAD LOG

Users
Status
ACH and Wire

Recipients

ACH Pass-Thru

Process Date

Process Date

[

Amount Filename

4. In the Activity Center, click on View Full Pass-Thru Details to view transactions.

QMmO OOo

=)
[
&
o
o
Q@
®

Online Activity @

Mobile Deposit History

5. Once you click on View Full Pass-Thru Details, you will see your batch details.

ACH Pass Thru - Tracking ID: 12345678

ACH PASS-THRU BATCHES

ABA

123456789

123456789

Account Number Name
1230000123 SUPPLIER

1230000000 SUPP

ACH ID

Amount  Credit/Debit

SUP100

) =)

TRAMSACTION DETAILS =
ACH PASS THRU $51,366.59
PAYMENT DETAILS L
Created By Total Payeents
Pre . File b

S

Memo




Wire Transactions

Paying Existing Domestic/International Wire Templates

1. Click “ACH and Wire” under the Commercial menu. Click on the three dots of the
template you would like to Pay.

Accounts )
ACH and Wire
Messages
Move My Money MAKE A PAYMENT
Bill Pay
PAYMENT TEMPLATES

Alerts
New Template L Search templates

Statements

— 14 Results Filters: Al Collections International Wire ~ Payments  Payroll  Single Payment  Single Receipt

Name Type Recipients Last Paid Date Last Paid Amount Actions
Users

ACH and Wire Bart Domestic Wire 1 :

Recipients

Pay
ACH Pass-Thru Domestic wire test Domestic Wire
Edit
Tax Payment Copy
Empower Trust Co Domestic Wire
Transaction Monitoring Delete

2. You will be taken to a screen to review your Wire. Here you can set a date to send the

payment, input an Amount, and Draft or Approve based on your user rights and your
Wire Transfer Agreement.

Wire Details :

Recipient/dccount Amount

Account

enEo ASSOCIATION Operating account

Exampls

Fair m
MEs




Creating a One-Time Domestic/International Wire Transfer

1. Click “ACH and Wire” under the Commercial menu. Click “One-Time Payment” and
choose the One-Time Wire Payment you would like to make.
© ccouns
© Messages

Move My Money

ACH and Wire

MAKE A PAYMENT

‘One-Time Payment

Bill Pay ACH Wire Other

Activity Center

Alerts Collections Domestic Wire Payment From File

Statements Payments nternational Wire

- nent  Single Receipt
Commercial Payroll e f

5t Paid Amount
Users Single Payment

ACH and Wire Single Receipt

2. For the Origination Details section, select if you would like to use the same Subsidiary
and Account for all wires.

a. From Subsidiary —the company initiating the payment

b. Account — select the corresponding offset account for the commercial payment
c. Process Date — set a date to send the payment

Domestic Wire

Origination Details

From Subsidiary Account

Use same Subsidiary for all wires Use same Account for all wires
Process Date Recurrence
| Use same Date for all wires Mone

Process Date

NOTE: The example above is for a Domestic Wire, but you can always change the Wire
type by clicking “Change Type” to the right of the title.

Actions



3. For the Recipient section, fill in the Recipient/Account field by creating a New Recipient
or selecting an existing Recipient from the list. You will also need to fill out the Amount
field, a Message to Beneficiary, and the Purpose of Wire.

Wire Details B

Recipient/Account Amount

~ Search by mame or account. 5 0.00

Message to Beneficiary @

Purpose OF Wire (&

QPTIONAL WIRE INFORMATION w

+ Add another wire

NOTE: Click the three dots to Expand Row and add a Description.

4. Once completed, you can Draft or Approve based on your user rights and your Wire
Transfer Agreement.

NOTE: If you have any questions or issues, you may contact our Wire Department during
business hours at 781.982.6888.



Creating a One-Time Domestic/International Multiple Wire Transaction

1. Click “ACH and Wire” under the Commercial menu. Click “One-Time Payment” and
choose the One-Time Wire Payment you would like to make.

Accounts

ACH and Wire

Messages

Miove My Money MAKE A PAYMENT

Activity Center ‘One-Time Payment

Bill Pay ACH Wire Other
Alerts Collections Domestic Wire Payment From File
Statements Payments International Wire
- nent  Single Receipt
Commercial ~ Payroll
5t Paid Amount Actions

Users 5ingle Payment

ACH and Wire Single Receipt

2. If you're using the same Subsidiary, Account, and Process Date check the respective box
for each one that is applicable. If not, leave the box unchecked and you can input the
information for each individual Wire separately.

Origination Details

From Subsidiary Account

~'| Use same Subsidiary for all wires +| Use same Account for all wires

Process Date Recurrence

| Use same Date for all wires

3. Click “+ Add Multiple Recipients”.

+ Add multiple recipients




4. Check the box next to the Recipients you would like to pay. Click “Add” when done.

SELECT MULTIPLE RECIPIENT ACCOUNTS

Select All | Clear A
Company 1 Company 2 Company 3
Checking 1234567583 Checking 387654321 Checking 111111111

1:.12

Cancel

[~ |

5. For each Recipient, you will also need to fill out the Amount field, a Message to

Beneficiary, and the Purpose of Wire.

6. Once completed, you can Draft or Approve based on your user rights and your Wire
Transfer Agreement.

NOTE: If you have any questions or issues, you may contact our Wire Department during
business hours at 781.982.6888.



Mobile Banking

Mobile Banking Overview

1. Download the Rockland Trust Mobile Banking app from your phone’s App Store or
Google Play Store.

> GETITON

D App Store ® Google Play

2. If you are an existing customer, log in using your online banking Login ID and password.

NOTE: Your Login ID and password for Rockland Trust Mobile Banking are the same as
your credentials for Rockland Trust Online Banking. If you are a new user without a
Login ID and password, select “I Am A New User” to sign up.

3. Once logged in, you will see the homepage which displays a listing of accounts
accessible to you.

_— ROCKLAND

TRUST

Click the 'pencil' icon to nickname your account group. X

ROCKLAND TRUST |8Ank
Where Each Relationship Matters®

Good Morning

NOTE: Shortcuts to four of
our most popular features

are conveniently available on

TRANSFER PAY A BILL DEPOSIT A ESTATEMENTS

FUNDS CHECK the home page.

ACCOUNT OVERVIEW A

ROCKLAND COMPLETE CK

Available Balance
Current Balance

FREE SAVINGS

Available Balance
Current Balance



4. The Menu option will reveal the menu bar and all the options available to you while the
More option will reveal shortcuts to our most popular features as well as some helpful
information regarding your accounts.

Accounts

Transfer Money Now

Messages Deposit a Check

Chat Helpful Information:
Mailing Address
288 Union Street
Rockland, MA 02370

Move My Money

Mobile Deposit

by CEnter Routing Number:011304478

SWIFT Code: RTCOUS33

Bill Pay

Alerts

Statements

Services

Settings

Locations

Frequently Asked Questions

Log Off




Bill Pay

1. You can still pay your bills even if you don’t have access to a computer. Click “Bill Pay” in
the menu or click “Pay A Bill” on the home page shortcuts.

ROCKLAND

Accounts
TRUST

Messages Click the 'pencil' icon to nickname your account group. X

Chat

ROCKLAND TRUST |8an

Where Each Relationship Matters®

Move My Money

Mobile Deposit

Good Morning
Activity Center

Bill Pay
=]

Alerts
DEPOSIT A ESTATEMENTS

CHECK

TRANSFER
FUNDS

PAY ABILL

Statements

2. On the next page, you can Pay Bills or view Payment Activity.

m ROCKLAND

TRUST

Bill Pay
Pay Bills Payment Activity
A search payees . Options

3. Click the “Options” button to bring up a listing of details. You can Add or Delete payees
here as well as Visit Bill Pay Site.

Bill Pay
Pay Bills Payment Activity
A Search payees : Options

Add payee
No Payees ava g giji pay site

Delete a payee

NOTE: The Bill Pay Site will appear exactly as it does for you on online banking.



Mobile Deposit

1. To make a mobile deposit, click “Mobile Deposit” in the menu or click “Deposit A Check”
on the home page shortcuts.

ROCKLAND

Accounts
TRUST

Messages Click the 'pencil' icon to nickname your account group. X
Chat

ROCKLAND TRUST |sANK

Where Each Relationship Matters®

Move My Money

Mobile Deposit
Good Morning
Activity Center

Bill Pay

Alerts

TRANSFER PAY ABILL DEPOSIT A ESTATEMENTS
FUNDS CHECK

Statements

2. On the next screen, choose the Deposit Account you’d like to deposit into and enter the
Amount of the check.

Default limits allow you to deposit up to $2,500.00
per business day for personal accounts and up to

X

$10,000.00 per business day for business
accounts. Some exceptions may apply.

Deposit Account

N
>
o

$0.00

Amount




3. Take a picture of the front and back of the check.

I <000000186¢  A0COODS

4. Review your completed deposit, and click “Submit Deposit”.

Default limits allow you to deposit up to $2,500.00
per business day for personal accounts and up to
$10,000.00 per business day for business
accounts. Some exceptions may apply.

Deposit Account

Amount

1936 8

| § 25000
soum & E §

é:nannnnm,-: 000000529« 1000

Submit Deposit

NOTE: There is a daily limit of $5,000.00 per business day for personal accounts and

$20,000.00 per business day for business accounts. Some exceptions may apply.



To: RTC Checking DDA

Check Numb
Amount: $i

5. After you submit, you'll get a confirmation message showing the details of your deposit.

You will get two follow up emails confirming that your deposit has been received and
then a separate email confirming the deposit has been approved.

Rockland Trust

Deposit Received Notification Account Number Ending: 8888

Mobile Deposit

This message confirms your deposit of $XX.XX has been received. You will be
notified separately when your deposit has been approved and processed.

For more information, you may access your Rockland Trust account online at
www.RocklandTrust.com or on your mobile device. Deposits approved after 7:00
PM or on weekends will not be posted until the following business day

Please do not respond to this message or send email to this address. This
message is for information purposes only. Email should not be considered secure
and should not be used for account related questions.

Thank you,

Rockland Trust

Rockland Trust

Deposit Approved Notification Account Number Ending: 8888

Mobile Deposit

This message confirms your deposit of SXX.XX has been approved and
processed.

For more information, you may access your Rockland Trust account online at
www.RocklandTrust.com or on your mobile device. Deposits approved after 7:00
PM or on weekends will not be posted until the following business day.

Please do not respond to this message or send email to this address. This
message is for information purposes only. Email should not be considered secure
and should not be used for account related questions.

Thank you,

Rockland Trust

NOTE: You deposit is not officially accepted until you receive the email saying the
deposit was approved. We recommend you hold onto the check until you see the

deposit appear on your statement.



Positive Pay Introduction

for Municipalities

Uploading an Issued Check File 5il Pay

Alerts

1. Login to Rockland Trust Online Banking then click Menu, Commercial, and

Statements

then Transaction Monitoring. —
Users

NOTE: Your file format will have already been formatted for you at the ACH and Wire

setup. Recipients

ACH Pass-Thru

2. On the next page, click on Submit Issued Check File in the Menu bar. fex Payment

Transaction Monitoring

3. Click on Choose File to open up your computer files. Double click on the file you are
uploading and the file name will now appear and you can click Process File.

el LE Submit Issued Check File
Exceplion Processing

Quick Exception Processing

Step 1. Select = file o process.

Transaction Processing

‘Submit Issued Check File

Add New Issued Check

Void a Check Step 2. Input detsils sbout the file.

Check Search

Client ID: [1000 v

ACH Transaction Search

File Mapping Format: [CSv Dema |

Reverse Positive Pay Extract
ACH Reporfing Files

T Step 3. Click the "Process File" button.

Daily Checks Issued Summary
I Process File
Stops and Voids

4. You will receive an email that the file has been processed, is with exceptions, or has
been rejected. If it is with exceptions or rejected, you will receive the reason why. The
errors can also be retrieved from the Issued Check Processing Log.

Collapse All-

Issued Check Processing Log

Input Date To




Making an Adjustment to a Check When There is an Exception

1. Inthe Menu bar, click Check Search and enter the amount you are looking for in the
Show Additional Options field and both checks will come up.

Collapse All -

! Exception Processing

Quick Exception Processing

Check Number ‘Amount | Issued Date | Paid Date | Current Status | ClientID
Transaction Processing

08/16/2023 Exception
Submit Issued Check File
Add New Issued Check kstied
Void a Check $13,000.00
Check Search
Showing 2 results n

ACH Transaction Search

8

I«

2. To delete an exception, click the three vertical dots to the right of the check and click
Delete record.

< Back to Search Parameters Check Search

Check Number Amount | Issued Date Paid Date Current Status A | ClientID

View check images

$13,000.00 View audit history
g2 resufs B Edit record
I Delete record I

View record

3. Next, click the three vertical dots to the right of the issued check and click Edit record.

< Back to Search Parameters Check Search

Check Number Amount Issued Date Paid Date Current Status AN | client1D

$13,000.00 View audit history

Delete record

N

View record
4. On the next screen, enter the Paid Date which is usually the prior day.
Check Number Amount
232 $6,500.00
Issued Date Paid Date
08/10/2023 g B2
Trace Number Void Date

No Trace Number to display

Decision Reason

No Decision to display Nao Reason to display

Notes



Voiding a Check

1. Inthe Menu bar, click Check Search and enter the check number you are looking for

then click Search.

Collapse All -
Exception Processing
Quick Exception Processing
Transacfion Processing
Submit Issued Check File
Add New Issued Check
Void a Check
Check Search
ACH Transaclion Search

Reverse Positive Pay Exiract

ACH Reporting Files

Transacfion Reports
Daily Checks Issued Summary

Stops and Voids

Check Search

— — I
P

2. Click the three vertical dots to the right of the check and then click Edit record.

¢ Back to Search Parameters

Check Number Client |

Check Search

Issued Date Paid Date Current Status

07/06/2023 Voig

™ | Client1D

ENDOR - 1328

View audit history

3. Next, enter the Void Date and then click Save Changes.

Delete record

View record

Edit record

Client 1D

Check Search

Payee
~  FINLAY, DAVID]

Check Number Amount
428836 $41.29
Issued Date Paid Date
07/06/2023

Trace Number Void Date
No Trace Number to display 08/15/2023
Decision Reason

No Decision to display

Notes

No Reason to dispiay

Cancel

Save Changes




Completing Monthly Reconciliation

1. Inthe Menu bar, click Account Reconciliation Summary then select the account you are
going to recon and click Search.

Collapse All-

Account Reconciliation Summary

! Exception Processing

Quick Exception Processing

Transaction Processing

= Start New Reconciliation Recondiliation History
‘Subimitssued Check File Client1D Client ID
Add New Issue Check
rnaE VENDOR - 1328 - VENDOR - 1328
CheckSearch
Reverse Posilive Pay Extract Reconcile Through Date Date
Reverse Positive Pay - Multi -
Account vener02 - 06/30/2023 3 X
ACH Transacton Search
ACH Reporng Fles 05/31/2023 *

Last Reconcile Through Date: 06/30/2023
Transaction Reports

Dally Checks Issued Summary Note: Transaction history is retained within the system for 90 days after an item has paid.

Account Re o Summary

2. Next, click Finish Reconciliation.

Last Reconcile Through Date: 06/30/2023
This Reconcile Through Date: 08/16/2023
Client ID: VENDOR - 1328

Finish Reconciliation

3. The new reconciliation will now show in your Reconciliation History.

Reconciliation History

Date

08/16/2023 ¥ X
06/30/2023 hd
05/31/2023 b4

4. By clicking the * , you can download any of your history as an Excel document or as a
PDF that shows as a report featuring both a summary and the individual transactions.

Account Reconciliation Summary

4 A B C
{8 Transaction Type B count B Total Amount B 1 TransactionType | Count |
. . I Previous Outstanding Checks 279 $678,366.76

2 Previous Outstanding Checks 279 5 678,366.76 [N Issued Checks w23 $6.141.000.98
3 Issued Checks 923  $6,141,000.98 [N Paid Checks 846 $5,592,638.47
4 Paid Checks 846  $5592,638.47 R ? ST
5 Stop Payments 0 $0.00 Il ACH Debits 12 $38,607.07

¢ ACH Credits [} $0.00
6 Voids 7 $15,701.03 [ Miscellaneous Debits 7 $14,560.97
7 ACH Debits 12 S 36,607.07 I isootrcous et o Ll

posi 1

8 ACH Credits 0 $0.00 JI0 Service Charges Paid 0 $0.00

" - EF interest Paid 1 $320.07
9 Miscellaneous Debits 7 S 14,560.97 BE] TaxesMWithholding o $0.00
10 Miscellaneous Credits 6 $6,177,154.45 FZ Current Outstanding Checks 49 $1.211,028.24
11 Deposits 0 $0.00
12 Service Charges Paid 0 $0.00
13 Interest Paid 1 $ 320.07 Balance Summary
14 Taxes/Withholding ] $0.00 gwleme(")\u Ea\av:;;e: o ::,gﬁgg&;ﬁ

> it Outst: - 211

15 | Current Outstanding Checks 349 $1,211,028.24 Curront Re;s?:r Bance. $1.318.52





