BUSINESS ONLINE BANKING USER GUIDE

TREASURY MANAGEMENT

Payments — Business Bill Pay pYm—
T Usine B ] s o oy
irst Time Using Bill Pay T
From the Business Online Banking dashboard, (@ Aamrs
select the Payments tab, then select Bill Pay. On 2 T e e o
the Bill Pay screen, select Manage Payments to ' M sl
access the Bill Pay Home Dashboard. You will then i Blir &
be prompted to set up challenge questions, create :.h
a security key phrase, and accept the Terms and
Conditions.
The challenge questions are prompted whenever a @ BilRiiems
payment or change is made. The security key is a i ki
phrase that appears when you first go to the Bill = V-
Pay menu to let you know it is a secure site. f pomm
ae T Apri 200 :-
ae noww e
| &0
THE NATIONAL Questions? Please contact our Treasury Management Support Team at 317-261-0333 or

BﬁNl‘?’Q’IIND]ANhPOUS treasurymanagement@nbofi.com.
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BUSINESS ONLINE BANKING USER GUIDE

TREASURY MANAGEMENT

Payees~ Payroll Calendar Options~ FAQ

The home dashboard has several shortcuts to - Home [
help you make a payment or view your payment

Welcome: Kristen Smerlas  kristensmerlas@nboficom  Last legin: 11:00 AM ET 8/2272024

history. &Profile~  # ChatMow % Messages (0)
Once your bills and payees are

set up, you may choose the “Payments” tab

to make a single payment or schedule auto
payme nts. @ View © Take shortcut &E Make payment @ View

Reminders Shortcuts Payments Payroll

To set up your payees, choose the
“Payees” menu. Scheduled to process in the next 30 days hd Processed within the last 30 days v
Setup employees to receive
payroll deposit. (Note: This is not a true All transactions All transactions
payroll system. It does not calculate taxes or

tax documents. It only allows you to send T T T ST S e Pennsylvania... $0.30 @ View

payments.) Total $0.30
View an overview of processed
payments and scheduled payments.
Allows you to set up permission
controls and final approvals for internal
controls and security with payments.

THE NATIONAI Questions? Please contact our Treasury Management Support Team at 317-261-0333 or
Bf*\NK‘AND[ﬁNhPOI-IS treasurymanagement@nbofi.com.
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BUSINESS ONLINE BANKING USER GUIDE

TREASURY MANAGEMENT

Payments — Business Bill Pay

Bill Pay Limits

Email Payments: If you choose to have the system request your payee to enter their bank account information.

> Per Processing Transaction: $2,500
> Per Processing Day: $2,500

Pay an Individual: If you choose to pay a person.

> Per Processing Transaction: $2,900
> Per Processing Day: $5,800

Business Payments: If you choose to pay a company.

> Per Transaction: $50,000
> Per Processing Day: $50,000
THE NATIONAL Questions? Please contact our Treasury Management Support Team at 317-261-0333 or

.. BﬁN[Q{]IND]ﬂNﬂPOUS treasurymanagement@nbofi.com.
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- CGINEE Payments ~ éPayees' Payroll Calendar Options~ FAQ

Welcome

Ic-ne-timeliayment I

Recurring Payment
To make a payment, select whether you want to

i ; Scheduled Payments
make a One-time Payment or a Recurring

Payment. If you need to expedite a payment, you Payment History Shortcuts
can choose Rush Delivery (additional fees may Tax Payment
apply) © Take shortcut

EEVINELICRG Payees ~ Payroll Calendar Options~ FAQ

lf you have Set up approvals for your bl” Welcome: Kristen Smerlas  kristensmerlas@nboficom  Last legin: 11:00 AM ET 8/22/2024
payments, manage your Scheduled Transactions &Prcfile~  ® Chatbow i Messages (0
and approve them. Search your Transaction

History for a specific payee or by date for better

tracking of your payments. <+ Add payee ~ Shortcut & Add an individual Search payees. .. n

B Add a company

One-time payment ‘ + Add payee ~

_ L. Import payees
Y Filter Select all

To make a One-time Payment you can use an
existing template or select Add payee to create a Pennsylvania Partners t...

new payment.
View selected (0)
Click the + by each existing template to pay

multiple companies or individuals at once. © Copyright 2024  Version 2.0

THE NATIONAI Questions? Please contact our Treasury Management Support Team at 317-261-0333 or

- BﬁNK”IND[ﬁNﬁP‘Q“S treasurymanagement@nbofi.com.
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TREASURY MANAGEMENT

Set up Pennsylvania Partners test recurring payment

Details

Name Pay from*
To make a Recurring Payment, select the payee or Add payee, g"‘””“”"’“e“ Primary Checking
then fill in the recurring payment details. st

® Add comment

EEVNEGIERG Payees ~ Payroll Calendar Options > FAQ ‘

Welcome: Krigten Smerlas  kristensmerlas@nboficom Lz

Frequency edit

One-time Payment
) Frequency*

. & Profile %4
I Recurring Paymeml

Recurring pa Scheduied Paymenis

Payment History

+Ajd Tax P t Would you like this series to end?*
( avyee ~ ax Paymen
pay: No

On this date

Select a frequency v

fir

. After a set # of payments
All Categories v

Pennsylvania Partners test *ERTAGET
Cancel

By clicking submit, you authorize us to

© Copyright 2024 Version 2.0

THE NATIONAI Questions? Please contact our Treasury Management Support Team at 317-261-0333 or

b g BI*ENK”IND[!"&NAP‘O“S treasurymanagement@nbofi.com.
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BUSINESS ONLINE BANKING USER GUIDE

TREASURY MANAGEMENT

- I Payments ~ éPayees* Payroll Calendar Options ~

FAQ

One-time Payment

Select Scheduled Payments to review any Recurring Payment

payments that are scheduled to be paid. Scheduled Payments View cptons

Payment History

Category
Select Payment History ’Fo view procesjseo! Tax Payment o
payments from your defined search criteria. Ve
All Payees

Deliver by date range
Current Month

Transaction status

SENNECRS Payees ~ Payroll Calendar Options - FAQ View Al
2w £

Wielcome: Kristen Smerlas  kristensmerlas@nboficom  Lastloging 11:00 AM ET 8/22/2024 Order by

Profile-  ® Chatbow 35 Messzages (0
) b Process Date

Scheduled payments Arrange

Ascending

Q, Search filter & Print # of records to retum

10

| There are no scheduled payments to display |

View in spreadsheet

Close

@ Copyright 2024  Version 2.0

THE NATIONAL Questions? Please contact our Treasury Management Support Team at 317-261-0333 or

h BIHNK“INDIE*&N!‘\P‘Q“& treasurymanagement@nbofi.com.
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Payments — Business Bill Pay

Payees Menu:

You have the option to Add a
Company or Add an Individual or
Import Payees using a .CSV file. You
can also Manage Payees and
Manage Categories within the
Payees menu.

Add a Company allows you to send
funds to any business account. Add
the Payee name, account number,

phone number, and payee ZIP code.

Add an Individual allows you to
send funds electronically to an
individual's bank account or mail a
check. If paying electronically, you
can request that the payee provide
their own bank account information
if you do not have it.

THE MATIONAL

BANKANDIANAPOLIS

[

Home Payments ~ JEVGEERM Payroll Calendar Oplions~ FAQ

Add a company

Send the money by

@) Entering information on my billing statement

Entering account and routing number

Payee name *
Payee name
Account number *
Account number
Mo account number ?
Confirm account number *

Confirm account number

Phone number *

(2008) X00E=X00K

Account holder name *

PENNSYLVANIA PROJECTS

IAdd a Company I

Add an Individual

Import Payees
Manage Payees

Manage Categories

Home Paymenis ~ QNS0 Payroll Calendar Options~ FAQ

-Kristen Smerlas

Add a Company

I Add an Individual I

Add an individual

Import Payees
Select a method of payment Manage Payees

Manage Categories

Electronic - Sending payments electronically is much more secure than a check
in the mail, and it will arrive in as little as 2 business days.

) Allow them to provide their banking information

| have the bank account information

wristensmerlas@nboficom  Last login: 9:55 AM ET 82072024

&FProfiz- s & Messages (0

Check - | prefer a check be mailed

Mail a check

Questions? Please contact our Treasury Management Support Team at 317-261-0333 or
treasurymanagement@nbofi.com.
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TREASURY MANAGEMENT

Payees MenUZ Import PayeeS Do you have payees already setup in an application? Add a COmpaﬂ‘y‘
|f you already have 3 payee Setup |n Payee records can be imported to make adding payees a snap Add an Individual
another application or accounting import from: Pravious Imports): Import Payees
H C8V il O unverified payees
.s.oftware, you .may hav.e the option to Manage Payees
import payee information. Please note:
: . = Alvays varify your payes data afer you export and afer You impor 1o ensure accuracy Manage Categorles
The f|||e must be |n ,CSV format, Select s Company name is a required field for importing. Any record missing this data will not be imported. However, after your file
. 5 mmpart is completed, we will show you a kst of all records, and ask you to verify each
Import from: .CSV file to view the
. Step 2: Click the "Choose File" button, select your CSV file and click "Upload™ button.
requirements and column order. The Upload
minimum required fields are Company [ Choose File | No file chosen
name, Account number, First name and
Last name. Successfully imported 1 payee record ‘
Once your file is formatted correctly, The following Payee records need to be verified.
choose File a nd Upload Please verify the payee you would like to add. If the payee is missing required information you will need to update the information
: before the payee is added. To return to your unverified payee list, go to Import payees.
Verify the imported payees and toggle to
add. If required information is missing, — Account number Actions
you will be prompted to add that
information. Then select Submit. @) ABCLLC 58967458 + Add Cancel
THE NATIONAL Questions? Please contact our Treasury Management Support Team at 317-261-0333 or

BﬁNl‘?’Q’IIND]ANhPOUS treasurymanagement@nbofi.com.
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BUSINESS ONLINE BANKING USER GUIDE

TREASURY MANAGEMENT

Use Manage Payees to view, edit, delete, or add a payee or to make a payment.

Payroll Calendar Opfliong~ FAQ

Welcome: Kristen Smerlas  kristensmerla=@

Add a Company
Add an Individual

Mﬂnage payees Import Payees

I Manage Fayees I
=+ Add payee - Manage Categories 285
Show all payees
All payees
All Payees
Payees Account number Additional items
Pennsylvania Partners test e ARET Category Jnassigned
- o ast 025 on
(Electronic) paid Qraa0z4

(=] Pay

Sort payee by...

# Edit

THE NATIONAL Questions? Please contact our Treasury Management Support Team at 317-261-0333 or

BAN K;"IND[;”&NM}‘OEB treasurymanagement@nbofi.com.

m Last login: 8:55 AM ET 312072024

- = M

= Print

i Delete

@ Copyright 2024 Version 2.0
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BUSINESS ONLINE BANKING USER GUIDE

TREASURY MANAGEMENT

In Manage Categories, you can create categories and assign payees to categories.

Home Paymenis ~ QEEWEEERSE Payroll Calendar Oplions~ FAQ

Add a Company [ Welcome: Kristen Smerlas  kristensmerlas@nbofi Last login: 8:35 AM ET 812802024

Add an Individual & Profiz- & Messages (D)
Import Payees

Manage Payees

Manage categories

. JET

Show all categories Show all payees

Manage categories % Account number Category

Category name AT Unassigned W

Category name list Pariner Disbursements
Properly Taxes

Pariner Disbursements [ Delete
Utilities

Property Taxes [l Delete

Utilities [l Delete

THE NATIONAI Questions? Please contact our Treasury Management Support Team at 317-261-0333 or

BﬁNKg’IND[ﬁNﬁP{)“S treasurymanagement@nbofi.com.
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BUSINESS ONLINE BANKING USER GUIDE

TREASURY

MANAGEMENT

The Payroll feature can be
used to pay employees.

This is not a true payroll
system that calculates taxes.
It will only allow you to
electronically send funds to
an employee.

THE MATIONAL

BANKANDIANAPOLIS

Home Paymeniz -~ Payees - QRGN Calendar Oplions- FAQ

‘Welcome: Kristen Smerlas  kristensmerlas@nbof Last login: 8:55 AM ET 2/2802024

& Profiz-  ® & Messages(0)

Payroll setup

The Payroll Setup Wizard is a step by step guide to creating electronic payroll deposits. The Wizard saves your progress as you go, so if
you can't finish it all today, yvou may stop and refurn to complete at your convenience.

1. Setup payroll scheduls

“E Enter a pay from account,
payment frequency and
first deposit date.

i Schedule now

© Copyright 2024 Version 2.0

Questions? Please contact our Treasury Management Support Team at 317-261-0333 or
treasurymanagement@nbofi.com.
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Home Payments~ Payees~ Payroll JEIENGETE Options ~ FAQ

Payments — Business Bill Pay
Calendar
Calendar Menu
This displays a payment calendar for payments « September 2024 >
that have been processed and any upcoming —
. 2 3 4 5
scheduled or recurring payments. r
You can select the payment amount for more
information or to be redirected to Scheduled : L [ 11 ] 2 B
Payments.
" Processed * 17 18 19 20
0 Tuesday Sepiember 03, 2024
24 25 26 7
Payee Amount
Pennsylvania Partners test S0.10
Total $0.10
Details
Total $0.35
THE NATIONAL Questions? Please contact our Treasury Management Support Team at 317-261-0333 or

BANMND]ANAPOUS treasurymanagement@nbofi.com.
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BUSINESS ONLINE BANKING USER GUIDE
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Payments — Business Bill Pay

Options Menu

In the Options menu, you can

manage the following:

» Company Profile: keep the
address and phone number
for the business up to date.

» Bill Pay Accounts: add/delete

additional offset accounts to

the Bill Pay profile. You will
need the enter the full
account number and it will be

Pending the banks approval.

e-notifications

Users

Reports

>
>
>

THE MATIONAL

BANKANDIANAPOLIS

Company profile
Change company information

Company name: PENNSYLVANIA CONSULTING
Address:*

107 N PENNSYLVANIA ST STE 700

City:* State:* ZIP Code:™
INDIANAPOLIS Indiana v 46204-0000
Phone number:* Fax number:
(317) 261-9000 (3000 H00-000
Manage bill pay accounts
+ Add new account
Default Nickname Account number Account type Status
® Primary Checking EEEGRT Checking Approved & Ed [l Delete
Defaull Accaunt
Secondary Account w2575 Checking # Edi [i] Delete

s@nbficam L

& Prafile

Questions? Please contact our Treasury Management Support Team at 317-261-0333 or

treasurymanagement@nbofi.com.
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BUSINESS ONLINE BANKING USER GUIDE
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Payments — Business Bill Pay

Options Menu: e-Notifications

For e-Notifications, preferences for notifications
can be created for Event, Logout, Recurring, and
Reminders.

Start by ensuring your email address on file is
accurate and adding a short text address if you
choose.

Event notification options are focused on
payment activity through the Bill Pay account.
Review the options and toggle on the
notifications for each category and select Submit.

Logout notifications are for security and at the
end of each bill pay session, you can receive a
customized email summary of your bill pay
activities. These include scheduled transactions,
added/deleted payees, skipped/stopped
transactions and added admin user.

THE NATIONAL

BANKZANDIANAPOLIS

Home Payments - Payees - Payroll

Calendar elLERLERS FAQ

e-Notifications

[ e Lo

Email address on file

kristensmeras@nbofi.com

# Edit

Event Notifications
Wish Event Notfications, you can

A transaction needs approval

A transaction needs approval

Send notification to

Email Address

Matification has besn activated and will be sent tockrstensmerlas@nboficom

A fransaction exceeds a specified amount

Send notification to
| Email Address hd |
Payee or Account

All Payees -

Arecurring transaction processes
| Arecurring transaction processes

Send nofification to

Email Address -

devalap customized communicaicns where yau ans rotfied each lime a particular evant ceeurs through your bil pay accourt.

Wedoome: Kleten Smerlas  krisiersmerbas@ebofcom Last logine 528 AM ET 9/11/2024
APk~ W B Messages (0}

Short text address on file
MiA

# Edit

m

Category

All Categories hd

Amount

Submit

$
Employee payroll processes

@ Employee payroll processes
Send nefification to

Email Address w

HotHl:a!on Eas Eeen al::twag ana wi EE sent

to:kristensmerlas@nbofi.com

() Payroll employee's information has been updated

Send nofification to

Both

I (

Motification has been activated and will be sent
tockristensmerlas@nbofi.com & NI

Payee information has been updated

@ Payee information has been updated

Send nofification to

Both

I (

Motification has been activated and will be sent
tockristansmeras@noofi.com & NA

Payee or account is activated with an activation code

@ Payee or account is activated with an activation code

Send notification to

Email Address

Submit

I (

Motification has been activated and will be sent
tockristensmerlas@nbofi.com

Questions? Please contact our Treasury Management Support Team at 317-261-0333 or
treasurymanagement@nbofi.com.
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TREASURY MANAGEMENT

BUSINESS ONLINE BANKING USER GUIDE

Payments — Business Bill Pay

Options Menu: e-Notifications

Recurring notifications will provide a list of
bill pay information in which you customize

how often it is received.

The Reminders category allows you to
schedule reminders for each time you need
to schedule a payment or transfer funds.

Add reminder

What type of payee? *

Bills

Pick a payee *

Select Payee

Send notification to *

Select Opfion

Reminder frequency *

Select Frequency

e-Notifications

m m Reminders

Email address on file

kristensmariaz@nbofi.com
& Edit

Reminders Notifications

Yous can schadule remindors for aach time you need 1o schedule 3 payment ar ransier funds

4+ Add reminder

Pay to Category Reminder dats

Short text address on file
NiA

# Edit

Frequency Send to

THE NATIONAL

BANKZANDIANAPOLIS

Home Paymenis- Payees- Fayroll Calendar EehiiGRERS

Whkornee: Kristen Smanas  kistensmedasi@nbof.com  Last login: 528 AM ET 912024
APrfic- W B Messages(0)

e-Notifications

Email address on file Short text address on file
kristensmerasi@nbofi.com MIA

# Edit # Edit

Recurring Notifications

Thesa email notiications will provide a kst af bil pay informatian in which you cusiomize how aflar it is received.

A list of all scheduled payments.

How often

Select Frequency Ry

Submit

A list of all payees, transfer accounts and employees
How often

Select Frequency -

Submit

A list of all fransaction history

How often Category

Select Frequency o All Categories w
Payee

All Payees -

Submit

Questions? Please contact our Treasury Management Support Team at 317-261-0333 or

treasurymanagement@nbofi.com.
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TREASURY MANAGEMENT

Payments — Business Bill Pay

Options Menu: Manage Users

BUSINESS ONLINE BANKING USER GUIDE

Here you can edit or delete users by
selecting the different user
permission tabs.

>
>
>
>
>
>

User Information
Payments & Payroll
Payees

Options

Message Center
Approve Authority

THE NATIONAL

BANKANDIANAPOLIS

User name PENNSYLVANIA CONSULTING PENNSYLVANIA CONSULTING

Usertype Primary User

- Payments
+ Schedule Bill Payments (all)
v Schedule Email Payments(all)
+ Establish Payment Caps(all)
+ Tax Payments
v Designate Pay From Accounts
+ Payment History

= Payroll
+ Payroll Deposits
" Add Employees

-> Payees
v Manage Payees

Admin user list

- Options
" Access Reports
v Update Company Info
+ Manage Billpay Users
+ Manage Pay From Accounts
+" Schedule Reminders

=» Message Center
v Access Message Center

= Approve Authority
" Approve Transactions

Questions? Please contact our Treasury Management Support Team at 317-261-0333 or

treasurymanagement@nbofi.com.
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BUSINESS ONLINE BANKING USER GUIDE

TREASURY MANAGEMENT

An Admin user will need to login to online banking and give each user access to the Bill Pay module.

Navigate to the User icon = Profile > Manage Users = Create New User - Set Permissions. Here you will check the box to enable Bill Pay for the
user.

Be sure to Save Changes. Then navigate back into the Payments/Bill Pay/Manage Payments module and follow the steps on the next page.

Hi there!

Bill Pay

THE NATIONAI _ Questions? Please contact our Treasury Management Support Team at 317-261-0333 or
E BI*ENK”IND[!"&NAP‘O“S treasurymanagement@nbofi.com.
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BUSINESS ONLINE BANKING USER GUIDE

TREASURY MANAGEMENT

Company Profile

Payments — Business Bill Pay

New Users —
Adding Additional Users to Bill Pay

The new user will need to login to their
online banking site and navigate to
Payment = Bill Pay to establish their
Challenge Questions and Security Key.

Then, an Admin user will need to go to
Options, then Manage Users within
Bill Pay. Here specific permissions can
be assigned to each user by using the
categorized menu options.

>
>
>
>
>
>

User Information
Payments & payroll
Payees

Options

Message center
Approve Authority

tManage Bill Pay Accounts

e-Motifications

I Manage Users

> Reports

i.com  Last bogin: 1:30 PM ET 91102024

& Profile ~ - = Massages (0]

User Information

User name Kristen Smerlas

User type Custom

| |

= Payments - Options
+" Schedule Bill Payments (all) ' Access Reports
+" Schedule Email Payments(all) + Update Company Info
* Establish Payment Caps + Manage Billpay Users
+ Tax Payments + Manage Pay From Accounts
¥ Designate Pay From Accounts + Schedule Reminders

+ Payment History - Message Center

= Payroll + Access Message Center
+ Payroll Deposits

= Approve Authority
Vv Add Employees ' Approve Transactions
= Payees NOTE: Use caution when assigning a Bill Pay user the permissions to add new

¥ Manage Payees payees and create payments. These two functions create the ability to quickly

add a payee and disburse funds. You should consider keeping them separate

[ —— for maximum internal control over your payments.

© Copyright 2024  Version 2.0

THE NATIONAL Questions? Please contact our Treasury Management Support Team at 317-261-0333 or

BANMND]AN&POUS treasurymanagement@nbofi.com.
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Payments — Business Bill Pay

New Users — Adding Additional Users to Bill Pay

The Bank highly recommends that there is separation with
user functions. You can establish user permission to
restrict one user from creating (schedule/manage) and
submitting bill payments.

You can give certain users the ability to Approve bill payment transactions.

Schedule bill payments

Edit Approve Authority Permissions

User name Kim Bailey

Usertype Custom

Restore Permissions

Approve transactions

ST TR ORI N EVES  Schedule to specific bill payees ]

Username Kim Bailsy

Schedule email payments Usertype Cuslom

Restore Permissions
ST LRGN ETNEVEES  Schedule to specific email payees ] i sslons

Manage payees

A\ High risk permission warning: To protect against fraud, we highly recommend you restrict the combined permissions of Add a Payee and Schedule
a Payment to owners, managers, or highly-trusted individuals such as your accountant

NOTE: 112 user has permissions to

Schedule, Manage, and Approve, it
will NOT require another user to login
and approve the transaction for
processing. This user would have full
access to make payments.

Bﬁ'NKQ’INDLﬂNM)OUS treasurymanagement@nbofi.com.

THE NATIONAL Questions? Please contact our Treasury Management Support Team at 317-261-0333 or
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