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Digital Banking Cash Management User Guide

About This Guide

At Mascoma Bank, we are focused on creating a digital banking experience that is
convenient, easy, and provides you with the flexibility to take care of your business
finances anytime, anywhere. This guide will introduce you to the functionality in Cash
Management, your new digital banking experience.

Getting Started

Browser and Device Support

You can access your accounts via desktop, tablet, or mobile devices anytime, anywhere.
For an optimal experience, make sure your devices are using the most updated versions
of software available.

Browser Support — Make sure your browser is within the latest 2 versions (Safari, Chrome,
Edge, Firefox). Please note, Internet Explorer 11 does not support digital banking and
standards that are implemented in newer browsers.

Device Support -
* Windows: Versions still supported by Microsoft & support a browser listed above
e OS X: Versions still supported by Apple & support a browser listed above
e Android: Version 9.0+
e iOS: Last 2 major releases



Logging In

If you already have a username and password for digital banking, your username will
remain the same for the new platform. Simply enter your current username and password

and click “Log in.”
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First Time User? Enroll Now,

Click “"Create new password.”
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Secure your account

MEEEEMS BIrk s o 10 CHRIE § N Paiiwedd baloed you log in.
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Accept disclosure.

The master user for the business will choose "Reset my password. For business sub users,
choose “"Reset my business sub user password.”

*% Mascoma
Pg= Bank

| Want To

Reset my password Reset my business sub
et this if ®an user password




(View for master user)

Confirm Your Identity

(View for sub user)
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Verify your identity by completing the
fields and click "Continue.”

e

Verify Your ldentity
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(Master user view)

Choose your preferred method for verification and click “Continue.”

=% Mascoma
"P¢* Bank

Password Reset Mathod

(Sub user view) Select email for verification and click “Continue.”

Sepdofs

Password Reset Method

[




Enter verification code and click “Verify."

Tap§ et

Verification Code

A Becigit code has been 56 10 your phone seambar [7) **e340

Create new password.

4 Mascoma

%4 Bank

Dashboard AL oangs Transber & Pay Finangial Wellness Tock Fooly

Create your password

Wosar pRErword It b ot least fasrteen CRaATacters in lngit. contan af least one
WL SLE T ot leail one Cpeercase iter. & leasl one 19l Charscter, s
At least Ofe P
fa 4
(1] =
B @
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A Your password must be at least fourteen characters in length,
contain at least one lowercase letter, at least one uppercase letter, at
least one special character, and at least one number.
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Accept disclosure.

Terms and Conditions

ANAITING FI SPCING BUSINESS REGH TRATION DHRCLOURY

| 1Agree* -

PDF Access Confiemation

Sefore you procued. we need T maie Jure yoU LB Open BOF Socumes

Open pdf and copy the code here. Click “Continue.”
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Dashboard

Upon logging in to the digital banking platform, you will be directed to your dashboard.

1. Accept Payments: Send invoices or accept payments now.

2. Accounts: grouped by account type class (e.g., checking, savings, and loans).

3. Activity Module: provides a quick glance of recent and future activities.

=% Mascoma

B
fq* Bank
Dashboard  Accounts  Transferand Pay  CashManagement  Financial Wellness  Tools
Dashboard 2 E
Accourits Credit Score Tools
R N,
Ceposits r 722 .\
e L]
& Lol Boniney Checking bk KPR ﬁ ® :1' LE
P
ST W ORI RO B Rl
Credil Peport
T | Sermtom |
Accept Payments
B =]
View External Accounts
S 2 |reted AL Pyl Mdm

» s
Financial News m
3

Last 15 days

A AT ety

B Logpedin b ima

Next 30 days
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Cash Management Overview

Our new Cash Management platform is focused on providing a digital banking
experience to seamlessly review, monitor, and manage the finances of our business
customers. Businesses have unique online banking requirements that are not available in
consumer banking, such as: multiple users with specific permissions, Business ACH and
Business Wires, Transaction Limits, and Authentication.

Here is an overview of the widgets within the Cash Management digital platform.

Name Description

Business Admin Manage Authorizations, Payees, Permissions, and Users.

Create ACH templates, add payees, and submit ACH

Business ACH
transfers.

Business Wires Create, manage, and send business wires.

This service allows our business customers to deposit

Remote Deposit ) )
checks electronically at remote locations.

Enrolled customers can now access their fraud

ACH Alert & Positive Pay . .
prevention tools from one convenient portal.

Review standard or create custom reports that will
Business Reports provide your business with the insights on your ACH
details and transaction history.

Autobooks Invoicing Accounting and bookkeeping solution.
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Cash Management Widget

From the dashboard, you can access the Cash Management Widget from the top
navigation bar.

The Cash Management widget provides you with the tools to set up, maintain, and
manage the various aspects of your digital banking experience. It is the foundation for
all other Business widgets, such as Business Admin, Business ACH, Business Wires,
Remote Deposit, ACH Alert & Positive Pay, Business Reports and Autobooks Invoicing.
The Cash Management widget also serves as the hub for Authorizations, Payees, and
User Management.

Dashboard Accounts Transfer and Pay |;'--‘.~'h Management Financial Wellness Tools

Cash Management

Dashboard

@
&

usiness Wires Autobooks Invoicing redit Score Tools

Z N

Accounts

Sub Users

Master users may set up sub users for cash management banking. Please note, you will
need to log in from a desktop to add, edit, or delete users.

On the business admin screen, go to Users.

(]
@

Business Admin

Authorizations n Payees  Users

All Users Q, Search By Name (First Or Last +

Jason Smith 1 ACH Collections, ACH Payments ACTIVE

Mascoma Test 1 ACH Collections, ACH Payments

10



Create New User or Copy A User

Click on the plus sign to add
user. Select "New User” or “"Copy
A User,"” which will copy
permissions and accounts from
an existing user. Select the check
boxes as shown below. Click
“Next."

Select the check boxes as shown
here. Click "Next."”

1
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Create New User X

Select Type of User

New User

| want to create a brand new user.

Copy A User

Copy permissions and accounts from an existing user.

Create New User

Select Type of User
Mew User

Want 1o create a brand new uger.

. Copy A User
Copy permissions and accounts from an exsting user,
AT 3 ST 10 COpY
w
Mascoma Test
Wihat permissions G0 oo want from this uper?

B rermissions & Limits

Account Access

Cancel
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To Create New User, enter details.

Create New User &

Basi¢ Information

Sepl ot

Personal Information

estA
. . . Userh
Check to see if username is available by
clicking the arrow.
Emalfemaiioom
Username i
Username Sl cmdaey FRoed Mt [(Dptons
B TestAUsera 2 e
Check username availabil Ty CMice Snone Naumber (Options
Username
L} TesmL;erA @
Username avaiabia
Address

clenet =7

Back
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Use the toggles to select the
permissions you'd like this person Create New User .
to have. e -
Permissions and Limits =
Step 3 of 6
Some of the permissions may
have additional questions to Administration
answer. For example, in internal
. A s H TR 10 BICHIE DRNEng .
transfers, click on the arrows and fesures 3nd accouns. Uses wieh this permission may 310
enter the appropriate limits. Some
. . . . Edit Business Contact Information @
permissions will give the option to ske i able 30 it the conmact nfo
turn on Dual Authorization above
a specified amount.
Feature Access Splact A
. View eDocument
CIle Gpply- \:'IE: :'-f'-l'ff::t "EQ'- Csﬂ tax forma. and annudl Credit Cand .
SUMMany
< Internal Transfers T
Payment Types
SaCt ACCHEE Livl Select transaction access limits
Submit & Authorize i
Internal Transfers "
WO ACCESS
Limits
Submit Up to gill Pay "
$1,00000 $2.00000 $4.000.00
Payment Destination Select A
Dual Autharization Abowe ° Add External Transfers Account @
Raguirs dpnenl on 3l fubmogiang MBee B 1osfing pmayen Ability 1o add extennal pocounts
_Authcnz«e Upte Add Member To Member Transfer Account ® -
SR SN E= =
a "
( Cancel |
p A

Click next when finished.
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Authorized Limit

The maximum cumulative dollar amount that can be
submitted without additional authorization.

A limit of “0.00" means that ANY transaction scheduled by
users will require approval.

Max Limit

The maximum cumulative dollar amount that can be
submitted by users.

Can Authorize

The maximum cumulative dollar amount that a user with
authorization rights can approve for others.

Select accounts this individual will have access to. Click “Select Accounts.”

< Select Accounts

Q, Account Mumber Or Nickname

Deposits (10f 1)

B ® small Business Checking ****8459

Urselect All

Select Accounts (1)

14

Click "Next."”

Create Mew User

Accounts

SapLers

You have added 1 accounts o Testh.

Add Remove Accounts

Deposits
® Small Butiness Checking 5459

Back
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Select account permissions. Click “Next.”

Create New User X

Account Permissions

Step Sof &

These will be applied to all eligible accounts within each
account type. You can change the permissions individually in
the User Details section after creation.

Deposits (1 of 12) Select All
View Account
Vigw the account and view the account's balance and the m

asgociated trantactions in the "My Accounts” widget.

ACH

Prowide ability to submit ACH Batches from this account .
and View scheduled and Historical ACH submissions from

this account

Bill Pay From ®

Ability ve pay bills from this account

Wire Funds Out From
Prowide ability to submit Wire requests and View Scheduled .
and Historical Wire submissions from this account.

View Statements

View images of statements for this account. NOTE - this .
could display other statements, if this account’s statemants

are combined with other accounts.

View Draft Images ®
View images of checks and drafts drawn on this account.

Transfer Funds Out From
The ability to transfer funds out from this account and view .
associated trantfer history using the Transfers widget

Transfer Funds Into
The ability 1o transfer funds into this account and view .
associated transfer history using the Transfers widgn.

Back
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Review the information.

Confirm the information is correct. Use the pencil icon to edit if necessary. Click "Submit”

Create New User ®

Review Information

StepGofd

Basic Information 7

Name

Testb Userb

Username

TestBUserB

Ernail

@mascomabank.com

Address
No address

.‘-rm;ﬂ Phone Number

No phone number

Secondary Phone Number
No phone number

Permissions 7

Administration
Manage Users

Add. edit. and delete business users to acoess banking features and accounts
Users with this permission may also add and edit transaction limits.

Edit Business Contact Information
User is able to edit the contact info.

Feature Access

- s -~

Back

16
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Any permission changes, such as creating a new user or money movement, will require
verification. Enter the code generated by your token.

Create New User X

Please verify your identity before completing this action.

Email Text Call Token

Enter the code generated by your token.

[ Cancel J

17
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Sub User Management

With the Business Admin widget Summary tab, you can view and edit a sub user'’s
Personal Information, General Permissions, Payment Permissions, and their account level

permissions.
To edit a sub user:

1. Click the Business Admin widget.
2. In Business Admin, click the Users tab.
3. Click the sub user for which you want to edit or view permissions.

The Summary tab opens.

4. From the summary tab you can View and Edit User details, General Permissions,
Payment Permissions, and Account Access.

View User Details

You can find the View User Details page in the Users tab in the Business Admin widget
under Summary.

1. Click the Users tab in the Business Admin widget and select the end user whose details
you want to view.
2. Click the Summary tab.

*%9 Mascoma 5
¢¢* Bank =
Dashboard Accounts Transfer & Pay Cash Management Card Management Financial Wellness Tools

< Back to User Listing o= @
John Doe

Summary  General Permissions  Payment Permissions  Account Access

Personal Information

ACTIVE

JohnDoel Mever

john.doe@gmail.com Mo address

18
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You can view Personal information, Account Access, General Permissions, and
Payment Permissions.

Personal Information
R : = e Edit Details
JohnDoel o Mever e
Change Status
e P Create Similar User
John.Doe@gmail.com Mo address Reset Password
Delete User
Mo phoene number Mo phone number

Business Admin widget - Summary Tab - Personal Information (...)

3. Click the ... three dots next to Personal Information to open a menu with the following
options:

a. Edit Details

b. Change Status

c. Create Similar User
d. Reset Password

e. Delete User

Note: For more information, click each of the options to learn more.

4. Click Manage Accounts to open the Account Access tab to add, modify, or delete
accounts for that sub user.

Account Access Manage Accounts

ACH A Def nt 3
1 Accounts 4 Accounts 1 Accounts

Business Admin widget - Summary Tab - Account Access

Note: For more information on how to edit user Accounts and Account level permissions
see Account Access.

5. Click Manage Permissions to open the General Permissions tab. Here you can grant
General Permissions for that sub user.

19
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General Permissions Manage Permissions

Administration
Manage Payment Company - Manage Users - Edit
Business Contact Information

Feature Access

Remote Deposit Capture « View eDocuments

Payment Destination

Manage ACH and Wire Payees « Manage Bill Pay
Payees - View Restricted Payees - Add External
Transfers Account - Add Member To Member
Transfer Account

Templates

Create ACH Template - Edit ACH Template « Manage
ACH Template Entries - Delete ACH Template -
Import ACH Templates

Receivables

View Account Analysis Statements

Business Admin widget - Summary Tab - General Permissions

Note: For more information on how to edit the Sub Users General Permissions see
General Permissions.

6. Click Manage Permissions next to Payment Permissions to open the Payment
Permissions tab. Here you can edit the Payment Permissions for the sub user.

20
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Payment Permissions Manage Permissions

AlA Lollections

Submit & Authorize

ACH Payments

Submit & Authorize

Submit & Authorize

nternal Transfers

Submit & Authorize

External Transfers

Submit & Authorize

Rill Paw

ay

Submit

Business Admin widget - Summary Tab - Payment Permissions

Note: For more information on how to edit user Payment Permissions, see Payment
Permissions.

Edit User Entitlements
Payment Permissions

Use the Business Admin widget to edit a user's Payment Permission. You can set Access
Level, Payment types, Permissions, and Limits for a sub user. Changes to permissions can
be immediately applied to business users.

To assign sub user Payment Permissions:
1. Click the Users tab in the Business Admin widget.
2. Click the sub user for which you want to edit role-level Payment permissions for.
3. You can access the Payment Permissions tab in the following ways:
a. Click the Payment Permissions tab.
b. Click Manage Permissions.

21
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*%) Mascoma & A
fe* Bank
Dashboard Accounts Transfer & Pay Cash Management Card Management Financial Wellness Tools
< Back to User Listing = @
Summary  General Permissions  Payment Permissions  Account Access
ACH Collections
Access Level: Submit & Authorize
Collect Funds from Businesses Collect Funds from Cansumers Aceess 1o Restricted Collection Templates
LIMITS DAILY WEEKLY MONTHLY
Submit Up To £5 35 $5
Autherize Up Ta 5 5 L5

Note: Manage Permissions is next to each Permissions category.

4. After you open the Payment Permissions tab, you can see all the eligible permission

categories, permissions, and limits for the sub user.

a. Payment Permissions Categories:
i. ACH Collections
i. ACH Payments
ii. Wires
iv. Internal Transfers
v. External Transfers
vi. Bill Pay

Note: To see the Payment Permissions for these categories, see Payment Permissions -

Table to see the Permission Name and Description.

5. From the Payment Permissions tab, go to the Permission category you want to edit

and click Manage Permissions.

22



Digital Banking Cash Management User Guide

6. From the side sheet with the title of the Permission category , you can:
a. Select Payment Types (ACH Collection & ACH Payment)
b. Select Limits
c. Give Permissions

ACH Payments
Submit & Authorize

Payment Types

B Payroll

B Business Payments

B Other Pass Thru Credits

Permissions

Access to Restricted Payment Templates

been designate

SameDayACHCredits
Gives users the ability 1o send same day ACH credits D
Limits
Submit Up to
Tha maxieum limits this user will be abls to submit
£0.00 £0.00 £0.00
Cancel

Business Admin widget - Users - Payment Permissions - ACH Payments

7. Click Save to save payment permissions assigned to a sub user.

Note: Limits are set on the same Payment Permissions tab. After they are saved, the
limits are listed in that category.

A success message indicates the settings have been saved.

23
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ACH Payments

©

Permissions Successfully Updated

Business Admin widget - Users - Payment Permissions - Success Message

24
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Allowed to
Authorize
ACH Collection

AllowedToAuthorizeA
CHCollections

Authorize ACH Templates for release to your
financial institution.

Collect Funds from

Create ACH templates to debit consumer

ACHPPDDebits :
Consumers accounts for goods and services.
Other Pass Through | ACHOtherPassThruD .
Debits cbits Authorize ACH payment type as Other.
Coll'ect Funds from ACHCCDDebits Create ACH templates to dgblt business
Businesses accounts for goods and services.
Submit ACH SubmitACHCollection Submit templates for approval and processing
Template Template by your financial institution.

Access Restricted

AccessRestrictedAC
HCollectionsTemplates

Ability to access and modify templates that

Templates have been designated for restricted users only.
Som.e Day ACH SameDayACHDebits Give.s users the ability to send same day ACH
Debits debits.

Allowed to
Authorize
ACH payments

AllowedToAuthorizeA
CHPayments

Authorize ACH Templates for release to your
financial institution.

25
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Create ACH templates that can be used to

Templates

HPaymentsTemplates

Payroll ACHPPDCredits credit consumer accounts for payroll direct
deposit, bonuses, refunds and more.
Create ACH templates to credit businesses for
Business Payments ACHCCDCredits services and distribute or consolidate funds
between businesses.
Other Pass Through ACHOtherPassThru )
Auth ACH tt ther.
Credits Credits uthorize ACH payment type as Other
Submit ACH SubmitACHPayment Submit templates for approval and processing
Template Template by your financial institution.
Access Restricted AccessRestrictedAC Ability to access and modify templates that

have been designated for restricted users only.

Same Day ACH
Credits

SameDayACHCredits

Gives users the ability to send same day ACH
credits.

Submit Up To

AllowedToPayBills

Permits users to access bill pay services.

Bill Pay
Administrator

BillPayCheckFreeSB
SubUserFullAccess

Permits the user to add, modify, approve,
cancel payments, and add funding accounts.

Single Payment
Limit

SingleMaxLimit

(Not a permission -
it's the column on
core.EntityGroupPer
mission)

The limit that a single bill pay submission
cannot exceed.

26




Approve Up to

AllowedToAuthorizel
nternalTransfers

Digital Banking Cash Management User Guide

Authorize Internal Account Transfers for release
to your financial institution.

Submit Up to

SubmitinternalTransf
ers

Authorize Internal Account Transfers for release
to your financial institution.

S

ACH Transfers Gives the sub user the ability to have the
ACHTransfersEnabled )

Enabled access level of Submit for External Transfers.
AllowedToAuthorize Authorize External Account Transfers for

Approve Up to . e
ExternalTransfers release to your financial institution.

. SubmitExternalTransfer Authorize External Account Transfers for
Submit Up to

release to your financial institution.

Wires

AllowedToAuthorize
Wires

Authorize Wire Transfers for release to your
financial institution.

Create Domestic
Wires

CreateDomesticWires

Gives users the ability to create Domestic
Wires.

InternationalWires

InternationalWires

Gives users the ability to create International
Wires.




General Permissions
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You can edit a user's general permission in the Business Admin widget under General

Permissions.
Edit a sub user's General Permissions:
1. Select the Business Admin widget.

2. From the Business Admin page, click the Users tab.
3. Click the sub user you want to edit.

The summary page opens where you can view the details before editing the user's

permissions.

4. You can access the General Permissions tab in the following ways:

*% Mascoma
#e* Bank

Dashboard Accounts Transfer & Pay Cash Management

< Back to User Listing

John Doe

Summary  General Permissions  Payment Permissions  Account Access

Administration

Manage Users
Add, edit, and delete o

Card Management

Edit Business Contact Information o

Financial Wellness Tools

Business Admin widget - Users tab - Summary Tab

Click the General Permissions tab.
Click Manage Permissions.

28
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From the General Permissions tab, you can manage Administration, Feature Access,
Payment Destination, Templates, and Receivables.

5. Click Manage Permissions next to the permission that you want to edit and the
Manage Permissions panel opens.

6. From the Manage Permissions tab, you can toggle each sub user's permissions on and
off. Permission categories include:

e Administration

e Feature Access

e Payment destination
e Templates

e Receivables

Manage Permissions

Administration

Manage Users

als

Manage Payment Company
Allows a business user to add, edit, or delete a payment

Edit Business Contact Information
Usar ks able 1o adit the contact info

Cancel

Business Admin widget - Users tab - General Permissions - Administration

29
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Note: For more information on each General permission, see General Permissions Table
for the details of each permission.

7. After delegating the permissions to the sub user, click Save and a success message
indicates the sub user's permissions were updated.

Manage Permissions

@

Permissions have been updated.

Done

30
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Add, edit, and delete business users and create

Manage Users and roles that allow users to access banking features
ManageUsers . . o
Roles and accounts. Users with this permission can

also add and edit transaction limits.

Edit Business Contact EditBusinessConta - . . . .

) . Ability to edit business contact information
Information ctinformation
Manage Payment ManagePayment Allows a business user to add, edit, or delete a
Companies Companies payment company.

) . View statements, notices, tax forms, and annual
View eDocuments ViewEDocuments .
credit card summary.
Ability to view and update debit and credit
Manage Cards ManageCards oy W u‘p | |
cards associated with a user.
Pay Loans PayLoans
Reorder Checks ReorderChecks Ability to reorder checks.
Access Card AccessCardManag Ability to view and update debit and credit
Management ement cards associated with a user.
Business Sweeps BusinessSweeps Ability to access Business Sweeps.
Positive Pay PositivePay Ability to do positive pay.

31
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Remote Deposit
Capture

RemoteDepositCa
pture

Allows users to make deposits through Remote
Deposit Capture. RDC users without this
permission will have view-only access.

Manage ACH and

Add, edit, and delete payees and payment

M P

Wire Payees andagerayees methods including ACH and wires.
View Restricted ViewRestrictedPay Ability to view and manage restricted Bill Pay
Payees ees payees and their associated payments.
Add Member to AddMemberToMem

Allows users to add member accounts for
Member Transfer berTransferAccount

transfers.
Account
Add External Transfer AddExternalTransfe -

Ability to add external accounts.
Account rAccount

Manage Bill Pay
Payees

ManageBillPayPaye
es

Allows the business master user to restrict sub
users ability to add, edit, and delete a bill
payee.

CreateACHT lat | Creat t lat i itted ACH
Create ACH Template reate empla reate n.ew emplates using permitte
e transaction types and offset accounts.
Change ACH template names, company entry
Modify ACH Template EditACHTemplate descriptions, offset accounts and restrict

template access.

32




Entries

TemplateEntries

Add ACH Template AddACHTemplateE ADD
Entries ntries

Ability t fi t t h
Manage Template EditAndDeleteACH ility to define entry accounts, and change

status, amounts, and other entry level details
within an ACH template

DeleteACHT lat
Delete ACH Templates ee ete Smpia Ability to delete ACH Templates
ImportACHTemplat Import templates or pass-thru batches using
Import ACH Templates es NACHA or .csv files.
Create Transfer CreateTransferTem The ability to create transfer templates in the
Templates plates transfer widget
Modify Transfer ModifyTransferTem The ability to modify transfer templates in the
Templates plates transfer widget.
Delete Transfer DeleteTransferTem The ability to delete transfer templates in the
Templates plates transfer widget

View Account Analysis
Statements

ViewAccountAnalys
isStatements

View historical Account Analysis Statements.

Account Access

You can edit a user's Account permission in the Business Admin widget in the Account

Access tab.

1. To edit a sub user's Account Permissions, click the Business Admin widget.
2. In the Business Admin page, click the Users tab.
3. Click the sub user you want to edit.

33
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The summary page opens so you can view the details of the user before editing their

permissions.

*%9 Mascoma

P¢® Bank

Dashboard Accounts

< Back to User Listing
John Doe

Summary  General Permissions

All Accounts

Transfer & Pay

Payment Permissions

Cash Management

Card Management

Account Access

Financial Wellness Tools

[
()

4. You can access the Account Access tab in the following ways:

¢ Click the Account Access tab.

e Click Manage Accounts.

The Account Access tab lists the accounts that the sub user has access to use.

5. Find the account you want to edit and click the ... three dots and click Edit Permissions.

® Goodworks West | LLC

® Litchfield Capital Mana...

Deposit accounts

Deposit account:

ACH, ViewaAccount, Bill Pay From, Wire Funds
Out From, View Statements, View Draft...

Y n . EditPermissions
ACH, ViewAccount, Bill Pay From, Wir-

Out From, View Statements, View Drza Remove Account

Business Admin widget - Users Tab - Account Access - Edit Permissions

6. From the Manage Permissions panel, you can toggle each sub user's permissions on

and off.

34
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You can add a new account by clicking on the + sign.

< Back to User Listing l_@
Summary  General Permissions  Payment Permissions  Account Access
All Accounts Q, Account Number Or Nickname +

Goodworks West | LLC ***7556

Permissions (11 of 12) Select All

View Account
Wiew the account, and view the accounl’s balance and the
associated transactions in the "My Accounts® widget.

ACH

Add, edit, and delete business users to access banking
features and accounts. Users with this permission may
alse add and edit transaction limits,

Bill Pay From

Wire Funds Qut From

Pravide ability 10 submit Wire requests and View
Schedulid and Historical Wirg submissians Irom this
account.

View Statements

Wiew images of statements for this acccunt. HOTE - this
could display others statements, if this azcount’s
statements ane combingd with olher accounts.

View Draft Images
Wiew images of checks and drafts drawn on this account,

Transfer Funds Out From

The ability to transfer funds out from this account and
view associated wransfer histery using the Transfers
widget.

86 6/ 60 0 6@

Cancel

Business Admin widget - Users Tab - Account Access - Edit Permissions
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7. After delegating the Account Permissions to the sub user, click Submit.

A success message indicates the sub user's permissions were updated.

@

Successfully Updated

The account permissions have been successiully updated.
1 permission has been removed,

Permissions Removed

BalzncePeek
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The following is a list of Account Permissions that you can enable for a sub user:

Permission Display
Name

ACH

Bill Pay From

BalancePeek

One-Time Payment

Savings Goals

Stop Payment

Transfer Funds Into

Transfer Funds Qut
From

View Account

Permission Name

ACH

BillpayFrom

BalancePeek

OneTimePayment

Goals

StopPayment

TransferFundsinto

TransferFundsOQutFr
om

ViewAccount

37

Description

Provide ability to submit ACH Batches from this
account, and view scheduled and Historical ACH
submissions from this account.

Ability to use Bill Pay for the given account.

N/A

N/A

N/A

The ability to submit a stop payment for checks
on this account.

The ability to transfer funds into this account
and view associated transfer history using the
Transfers widget.

The ability to transfer funds out from this
account and view associated transfer history
using the Transfers widget.

View the account and view the account's
balance and the associated transaction in the
My Account widget.



View Draft Images

View Statements

Wire Funds Out From

RDC Funds Into

People Pay From

ViewDraftimages

ViewStatements

WireFundsOutFrom

RDCFundsinto

PayPeopleFrom

Digital Banking Cash Management User Guide

View images of checks and drafts drawn on this
account.

View images of statements for this account.
Note: this could display other statements, if this
account’'s statements are combined with other
accounts.

Provide ability to submit Wire requests and View
Scheduled and Historical Wire submissions from
this account.

Allows user to make deposits through Remote
Deposit Capture. RDC users without this
permission will have view only access.

PayPeopleFrom
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Sub User Maintenance

A master user, or a sub user with the Manage Users permission, can edit a sub user's
status or reset a sub user’'s password.

Sub User Status

e Active - Sub users in an Active status are able to log in and access online banking. If
a sub user is Active, a master user can change the sub user’s status to Frozen.

e Locked - Sub users in a Locked status have locked themselves out of online banking
due to excessive unsuccessful login attempts (for example, a forgotten
password)and must be unlocked to log in and access online banking. If a sub user is
Locked, a master user can change the sub user’s status to Active.

e Frozen - Sub users in a Frozen status have been set to Frozen by a master user and
are unable to log in or access online banking. If a sub user is Frozen, a master user
can change the sub user's status to Active.

e Disabled - Sub users in a Disabled status have been set to Disabled by Mascoma
Bank and are unable to log in and access online banking. Sub users in a Disabled
status will not display in Business Admin. Once a sub user's status is changed
toDisabled, the sub user's status cannot be changed by a master user.

Sub User Contact Information

A master user can edit a sub user's contact information (hame, email, phone, and
address).

To edit, click on the user you'd like to edit.

Business Admin

All Users

Susan Tester

From here, you can make changes to the personal information by clicking on the
ellipses.You will also have access to manage accounts and manage permissions.
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summary General Permissions  Payment Permissions  Account Access

Personal Information

Lt e

Testerl23

ACTIVE

B

email @email.com

Priiry Phone Mufmbed
Mo phone number

Account Access

General Permissions Mariagd Enrnigsions

Adrmiristration
MO AcCess

Faature Access

No Access

Bayrrart Devtination

MO Access

Faymant Template Managemant

No Access

Becarvable:
No Access

Lat Log In
Never

Addreii
Mo address

Secondbry Phore Nurriber

Mo phone number

Wianage Arcounts

Payment Permissions Manage Permissions

ACH Codlactaong
MO Access

ACH Payments

Mo Access

Wires
Mo Access

mternal Trangfert

Mo Access

28 Pay
No Access
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Reset a Sub User's Password

Click the elipses, then click “Reset Password.” Select a method to receive a new
password. Explain why the sub user’s password is being reset, click the “Send New
Password” button. Please note, a disabled sub user account cannot be used, and
therefore the master user will not be able to reset the password. If the sub user’s status is
Frozen, it will need to be set it to Active before their password can be reset.

- - B [E!
Business Admin L &
Authorizations  Payees  Users

All Users Q, Ssearch By Name (First Or Last) +

4] Mone ACTIVE

Reset Password X

Select a method to receive a new password

@ cemai

A fl padwOrd LaAT 1O your Ermu

Ema

email@email.com

Reason for resetting password

azon (Opticnal
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Add a Payee

Before a business ACH template or wire transfer can be submitted, you must set up
Payees (the recipients of the ACH or wire transfer) in the platform. You can set up a
Payee (or several) for your business by accessing the Payee's tab, located within the
Business Admin widget. From here, users who are assigned the Manage Payees
permission can add, edit, and delete payees.

Click "Get Started.” A new window will open. Select "Person” or “Business.” Email and
Payee ID are optional fields.

Business Admin DO | | Mammram ’
Authorizations  Payess Robes  Users Payee details
Add payees Sad Payet’s type i requ 'r:':-E.:\-...\.‘\'.';'-._-I‘:I'.I-. an :.'u-r_: : \.-:1
1-:-&1 = T¢$tFaF&e -]
0w
LSGiR T ] .
TTTT
| =3
-}, Payee's 3 5 i required lize wire payment meth
© acdscdress
R, ac sge O
& acd webene (O ¥
Choose a group (Optional)
Add the address for wire payments. Phone number,
website, and group are optional fields. Click “"Add
payee.”

(&)
Test Payee

Created iuccaiisully

The next step is to add a payment
method.

Add papmant mathod
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Add a payment method

A payment method is a set of payment instructions related to specific types of payments
(either ACH or wires) that will be used by the cash management widgets to simplify the
payment process. Once a payment method is added to a payee, that payee will then be
eligible for payments related to the added payment method.

On the Payees tab, select the payee you created from the payee list. Scroll to the
Payment Methods section and click + next to Payment Methods.

- - -1 4—'-
BI.ISIIIESS Adll'lll'l - Add payment methed
Authorizal tions  Payee Use Payment methad type
B $ ‘
i ’
Test Pay“ Eeneficiary Fl and account informatian
Dyt
Payment activity Payment methods

Choose the method of payment. Complete the required information for the chosen
payment method (Account Number, Routing Number, Account Type, etc.). Click "Save."

Use the pencil icon to edit Payment
Details and use the Delete Payment Payment methods
link to remove.

Test Account
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Authorize or Reject Transfer Request
The Business Admin widget defaults to display the Authorizations Tab. Select the

transaction type to view transactions that are in the Needs Authorization Status. Then
you can choose to authorize or reject.

[ 4 =
Business Admin e @
Authorizations [[J]  Payees Users

Authorization Requests
ACH 1
t Date t
External Transfers
TATE ACCOUNTS AMOUN STATUS
I Tran:
PLNDING RICUALSTS
Wi
N Tesw0oT
9 I small Business Checking 8159 siooo DN v
PPD. CREDATS
a $100.00
2:00 PM Reject

Business ACH Widget

To navigate to this, click on the Cash Management menu bar and select “Business ACH."
This widget allows users to:

1. Create ACH templates

2. Edit/Delete ACH templates
3. Authorize ACH templates
4. Submit ACH templates

Creating ACH Templates

An ACH template is a set of instructions that once created and saved, can be used in
the future as the starting point from which to send payments. Information in the ACH
templates includes the Template Name, Company Name, Transaction Type, Company
Entry Description, Offset Account, Access Level, and Payees. Before you can create ACH
templates, you must have the Create ACH Template, Edit ACH Template, and ACH
Account permissions.
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To create a new ACH template:

Click the “New Template” button. BMEMMEES ACH .
Enter a Template Name. pe—
Select Offset Account.
Mew Template
Company Name will prefill based on
the offset account that is chosen. Templats Harme
X Ottt Account () B Small Business Checking
Select Transaction Type from drop
down menu. s

Transaction Type
0 Crechtn

Enter a Company Entry Description.
This provides a description of the Company Entey Descrption @)
transaction to the payee. — S
Select an Access Level for the Bemaiend
template. A template marked as

Restricted would only be viewable by
a cash management user with access GEl creove Tempone
to Restricted Templates permissions.

Import ACH File

Click the “Import Payees” button to
upload a NACHA (.txt) or .csv file into
cash management for future use
(optional). The format required for the
file upload is noted in the Show file
setup instructions link.
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Click the "Create Template” button to save the new template or click the “Cancel”

button to close the window without saving.

This change will require verification. Enter the token here and click “verify” to proceed.

A confirmation message will be displayed confirming the template has been created.

Additional Options

Import File

Use the dropdown to access the following additional options.

Editing ACH Templates

ACH Template

Quick ACH

The edit template function allows you to edit the Name of the template, Company Entry
Description, Offset Account, and the Access Level. You must be assigned the Edit ACH

Template permission in order to edit a template.

T
Business ACH
Templates Scheduled  History

Test0O7

Test007

Miew Template

AT ACOOUNT B Sman Businaus Chaciing ~

T Delete template

L.

Al

IMPORTANT: Edits are not applied to templates pending authorization, authorized

templates, or future-dated templates.
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How to Upload an ACH Template

Step 1: Step 2:

*  Select Import File from the Create ACH drop down

ML

Create ACH 5,

Impaort File
Create 8 Pass Thiu subimassian of
platé and pannses for fut

ACH Template

térm

Lreate ALH termplate first and sdd the
caved payess

Cuuick ACH

Send ACH without areating ACH template

It's wsad 1o make a ons time paymeant 1o
oMe Dayes

+  Customer can click on “Download Errors™ to werify

thesre are na @nnors.

| no errors are found, click “Continue™.

Pass Thru .
Gy B8 Grpp ey Hare
Py T by Tpmplaby Blpprpmy oy
i -] LLE..] R

#  Salact Browse Files
#  Locate File

*  Click Open

Pass Thru .

Cwag B Dyop Mes Hars

Step 3= Step 4.

Select: ofisetting acoount, delvery date, transaction
type, and enter a transaction desoription.

Click “Sawe & Submit”.

Butlness ACH

leasr  Lomiami o mea;

Fiii Thes Tobrmrismey

Brrare bede b driad ol wele—
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Deleting an ACH Template

The delete a template function allows a user (if permitted) to delete ACH templates. The
user must be assigned the Delete ACH Template role permission to delete a template.

Important: Deletion is not applied to templates pending authorization, authorized
templates, or future-dated templates. If you delete an ACH template that has been
scheduled, the system will allow Mascoma Bank to process the already scheduled
template. To cancel a future-dated template, click the “Scheduled” tab and click the
"Cancel” button to cancel the template to prevent it from being processed.

Scheduled Tab

The Scheduled tab displays future-dated ACH submissions that are scheduled to be,
and have not yet been, processed by Mascoma Bank.

- fi]
Business ACH e
Templates  Scheduled History
June July August
13
o~
History Tab

The History tab displays pending batches (submissions available for processing by
Mascoma Bank) and a template history (submissions that have been completed or
rejected by Mascoma Bank; rejected when in a “needs authorization” status or canceled).
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(1]
Business ACH :
Templates Scheduled History
Panding Batches
AP 515000 [ oucus |
Py £00.00 m
g e S e o
=

ACH Processing Days and Cutoff Times

ACH Processing Days are the days of the week that Mascoma Bank will process ACH files
for delivery and the days of the week that you can select as an Effective Entry date for
ACH template submission. An ACH submission cutoff time is the deadline for you to submit
an ACH batch on a given day. All ACH submissions received after the submission cutoff
time will be treated as received on the following ACH processing day.

Submit an ACH Template

The Submit Template feature allows you to submit templates for authorization (if needed)
and processing. To submit ACH templates, a user must be assigned Submit Template
permissions, permissions for the ACH transaction type, and the offset account used in the
template.

To submit an ACH template:

1. Select the desired template to submit for processing.
2. Click the Review and Submit button.
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Templates Scheduled History

Q, Search Temgdat
Test007
- i . Small Business Checking
Test0OT
FPD. Credets - Geyies Pamt Ine
(D) Details 2L Payees O Make a copy
+ MNew Template Q
MAMI ACCOUMT STATUS AMOUNT
Chec klng e A
Test Payee m §4.00000 &

Submit template will require _ _
. . . Review and Submit
verification. Enter the token and click
“Verify" to proceed. TOTAL CREDITS roTaL DeaTs
$4,000.00 (1) £4.,000.00 (1)
0 0
i One Time '_' Recurring
Cut-off time
0 PM Exstem Standand Tima = R
LS

Notifications and Alerts

ACH alert contact methods are configurable under Tools > Alerts=> Business ACH. The
ACH transfer module supports the following alerts:

e ACH Requires Authorization

e ACH Authorized

e ACH Authorization Rejected

e ACH Canceled

» ACH Expired (not approved by the cutoff time)

e ACH Processed
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Alert Notices

Financial Wellness  Tools Select Alerts from the Tools menu
located on the top tool bar.
Tools
Settings eDocs
Alerts Check Services
Message Center Locations
Alerts You will be shown different Alert
categories to choose from.
Q General Alerts Once you select a category, you'll have
the option to toggle the Alerts on or off.
@ Accounts
When an Alert is toggled on, you will be
€2 Authentication asked how you want to receive the Alert,
SMS or emaiil.
ﬁ Business ACH
@ Business Admin
@ Business Reports Business ACH
[B] Mobile Deposit Needs Authorization Alert e B m
Business ACH Submission Alert e = ‘)
{f} Savings Goals
Rejected By FI Alert e = -
€1 Transfers
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Business Wire Widget

To navigate to this widget, click on the Cash Management menu bar and select
"Business Wires." Wire transfers offer convenience, speed, and security. The Business
Wires widget has specific accounts, payees, limits, and authorizations available and
allows qualified accounts to send out wire transfers. A payee may have more than one
account depending on the number of wire payment methods that have been
established.

Business Wires allows customers to:

e Create wire payment requests
e Authorize wire payment requests

e Set limits
o @
Business Wires = e
Submission  Scheduled  History
Payes Detalls Payment Summary
You Senil
Funding Azcount I-;..._.uuu-ln.x;ﬂuchng
d 50.00
& | Smuall Business Checking
Comp -
Payes
Payes Account
Show Lin
Fregqeendy
Sand On
Sand On *
Driginater
Becwficiary Info
Ouig [
Ear yin
Cut-oH teme
| Czsriiren Paymasril

————

Submit a Business Wire Request

In the Business Wires widget, from the Submission tab, select a Payee from the drop-
down list. There is also an option to create a new payee by clicking on "Enter Payee
Manually." Choose a Funding Account and a Company Name. (The company name will
prefill when you select a funding account type if there is only one company name). Enter
the Amount for the transfer. Select the Delivery By date. Enter any additional details into
the Originator to Beneficiary Info field. Click “Confirm Payment.”
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Create a Payee and Add Payment Method Manually

Enter applicable details and click "Add Payee."

Payee details

Save Payee For Future Submission

Payee's addvess is required to wtilize wire payment methods

QD 2adaddress

© Aad wabsits Opsions

Choose a group (Optional)

Employees Vendzes Customers

Enter all the necessary details and click "Save."

Add payment method ¥
pay Add Intermediary FI @

Payment method type

Beneficiary FI and account information

[ Routing Mumibser J

&.g. Prirary ACH, Vendor Wire

Pastal Code (Opticnal
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Search for a Business Wire

On the Scheduled tab of the Business Wires widget, click the “Show Search” button to
view search fields. Enter search criteria and click the “Search” button.

Business Wires e e

Submission  Scheduled  History

June 23 July 23 August ‘23

Fayee Mame Sort By
Fumding Accownt

Search Dades 3723 - G724

Cancel Business Wire Request

Cancel Wire Payment

ou may provide a reason for canceling this scheduled wire paymant

Wires cannot be edited. If there
was a mistake made, you will need REASON

to cancel the wire transfer and L ket = s |
submit a new request. Under the _
scheduled tab, locate the wire \_/
transfer and click the “Cancel”
button, enter a reason, and select
the "Cancel Payment” button.
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Business Reports Widget

To navigate to this widget, click on the Cash Management menu bar and select Business
Reports. The Business Reports widget provides customers with the ability to access
Standard Reports and create Custom Reports. The Custom Report generation tool
provides the ability to generate new reports to yield new insights on ACH details and
transaction history. The four main areas include:

1. Quick Filter Cards - Quick Filter Cards are located above the Balance Trend chart on
the Business Reports Dashboard. The Quick Filter Cards show the current balance of all
of the business user's deposit accounts and loans. If you click on a Quick Filter Card, the
Balance Trend chart will be instantly filtered to show only trends for those accounts (alll
other filter settings remain the same). The Quick Filter Card selection will cascade to the
Balance Trend chart, Transaction Summary, and the Transaction Overview.

2. Balance Trend - The Balance Trend chart is a line chart at the center of the
dashboard that shows the trend in deposit account balances for a selected set of
accounts over a selected period of time.

3. Transaction Overview - The Transaction Overview is a high-level bar chart connected
to the bottom of the Balance Trend chart on the Business Reports Dashboard. The
Transaction Overview chart will display the sum of total debits and credits for the
selected deposit accounts on a daily basis for the selected Date Range. The selected
accounts and the selected time period are inherited from the options used for the
Balance Trend chart.

4, Transaction Summary - The Transaction Summary is a detailed bar chart connected
to the right side of the Balance Trend chart on the Business Reports Dashboard. The
Transaction Summary opens when you are on a specific day within the Balance Trend
chart. The Transaction Summary will display sums of debits and credits for the selected
transaction types for the selected time period. The selected accounts and time period
are inherited from the options used for the Balance Trend chart.
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) |
Business Reports

Dashboard  Reports

Account Summary Dute Range | Covest Most
Jun 1, 2023 - Jen 6, 2003 '
Checking Accounts

Savings Accoents

5$10,776.60 $1,5872.20
Crrrant Dupouit Balimes

Corrent Daposit Balamew

510,776 40 this monch

451870 N this month

Balance Trend

Transaction Overview (Deposit Accounts Only

Within the dashboard, click the gear icon for each Quick Filter card to make any
necessary edits.

Checking Accounts

Customize Accounts

$10,776.60

Name
Current Deposit Balance

Checling Accounts

Deposits Deselect All
1-$10,776.60 thiz month

[+]

I Small Business Chec. .. :l

This will allow you to change the name and select or deselect accounts. Click “Update”
to save any changes.
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The Reports Tab will show you standard reports that are generated by Mascoma Bank.
You will also be able to run your own custom reports. Within the Business Reports widget,

select the "Create Custom Report” button.

Business Reports

Dashboard  Reports

Standard Reports

B8

Custom Reports

Create Custom Report

CREATED ON &

Select the type of report you would like to create.

What type of report would you like to create?

b

5,

.
X

AL

ACH Details Transaction History

o
F=2Y

Sub User Activity

Click the Edit (pencil) icon next to the report name to add the name of the report. Enter
the name of the report and click the Accept (checkmark) button to save.

T D e
< All Keports < All Reports

| Transaction Report

Add / Remove Columns

Add / Remove Columns
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The Add / Remove Column button will allow you to add or remove columns from the
Custom Report by checking the boxes next to the column to add (if the box is blank) or
remove (if the box is checked) the associated column. Click the “Update” button to save
the changes or click the “Cancel” button to close the window without saving the changes.

Select Columns %

+*| Posting Date
Effective Date

| Account
Dbt/ Credit

| Type

+*| Description

| Check Number

| Amount

Click “Save Dynamic Report,” enter a name, description, date range, and share type,
and select to receive a notification via email when the report is ready.

Save Dynamic Report

Click the "Save" button to create the new Custom Report or click the “Cancel” button to
close the Custom Report without saving.

Save Dynamic Report =

Name

Date Fange

Share Tvpe

®) Private - Only accessible by you

Full Business - Accessible by all users in
the business

Notification

Email me when report is ready
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To Edit a Custom Report, select the report you would like to edit, and then click the
appropriate Edit (pencil) icons. Once all edits have been completed, click the "Update

Dynamic Report” button.

Dashboard  Reports

< All Reg:

Subuser activity

|

Date Range | Past 30 Days W

Delete Custom Reports

Use the Delete icon (trash can) to remove the Custom Report.

Custom Reports

Search

MUAME

Subuser activity

Transaction Repert

Filter | All Reports

v Create Custom Report

CREATED ON &

04 Jun o o
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Bill Pay

To access Bill Pay, navigate to the "Transfer and Pay" menu option and select "Bill Pay."

Activity tab - Lists all the
scheduled and historical bill

pays.

Bill Pay D&

JuLn 2023

Pay Bills

Select the "Pay Bills" tab to add a business payee and pay a business.

Add a Business Payee for Bill Pay

Click on "+" next to the
search icon. Bill Pay ee

hr] PAY BILLS q, +

CHOOSE FROM

Small Business Checking $249,39123

WILLERS

A phone B8l “6a50

Chice Auts [Betty. | TGS

Discover Card (Disco PAY $0.00
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Enter the name of the biller
you would like to add or add Bill Pay
one manually by clicking on
the "Add" button.

B
Pay Bl

L] ADD BILLER

RESULTS

You can either log in to the
chosen business's online

platform by entering your &
credentials or click on "Add

=
Biller Manually" and click ~
“Next.” CHASE

Please log in to your account

User Name

E' Secured, encrypted connections

Click below if you want to add your biller
manually instead of electronically.
Add Biller Manually =
NEXT
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To add a biller manually,
enter all the biller
information such as name,
account number, zip code,
nickname, memo, and click
"Next." The next screen that
appears requests you add
the address of the biller.

Step S: Verification is
needed to add a business
as a biller.

Pay a Business

Select the "Pay Bills" tab in
Bill Pay.

Select the account under
"Choose From."

Select the Biller and enter
the amount to pay. Click on
"Pay $XX.XX"

Payment scheduled. Click
“Done.”
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Bill Pay @ % | gill Pay

Bill Pay

MASCOMA BANK

L) PAY BILLS Q +
Chase Auto (Betty | “IT6S
$100.00
Discover Card [Discover Card ) “Bia?
0 >
BIVERCHASE AT PROMENADE HOMEOMWES
ASSOCIATION (HOA) *5704 . s
PAY $100.00
v
b x
Schedule payment? o
From:
r— ==Fr"] Payment Scheduled
From:
Comcast “3456
>
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