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First Time Login

Organization User Invitation
info@awbk.com © | © reply | € Replyal | = Forwad | @ o
Te 12/6/2024 243 P

CoMMERCEWEST
A

Step 1

Open your enrollment email and click Join

Ban

Join John Doe at CommerceWest Bank.

JOHN DOE has invited you to create your account.

=

Or copy this link

CommerceWest Bank
Info@ewbk.com | Privacy Policy
959

Suite 300, Irvine, CA

2445 McCabe W

Step 2

Create your username and password. Click
Create and sign In.

Create your account to join John Doe

Username

Username rules

Password

Confirm Password

Show rules

Business Digital Banking 5 © 2024 CommerceWest Bank
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Step 3

Review the information regarding registering for two-factor authentication and click Get started. Choose how to receive
your two factor authentication codes:
e Voice or text message: Enter
your phone number and
choose to receive your code
via text or phone call. Enter @
the code you receive.
e Authy: Enter your email
address and phone number
and then choose how to

receive your codes. You can
choose text, phone call, or

[ Voice or text message
Verification codes are sent to your phone.

you r’lr;a}[/ d(;\r/]vnloadd the Authy @ Authy
app.. nterthe code you Verification codes are sent to your phone or the Authy
receive. app.
e Authenticator app: Open your
authenticator app and either
scan the QR code or enter the
code that appears manually. [J Authenticator app
Enter the code that generates Using a different authenticator app? We support using
on your app. any authenticator app using either a QR code scan or
e Security key: Register your manual code entry.
token
. &
c’,; Security key
Use a hardware token to authenticate.
Step 4
Click Done and accept the Terms and Conditions.
Business Digital Banking 6 © 2024 CommerceWest Bank
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Dashboard

This is your landing page where you can access your accounts, review recent activity, and move money.

Default Layout

1. Accounts - Displays accounts including balance, status, and last four digits of account number.

2. Quick Action Buttons - Click a button to jump to that feature of online banking

3. Transactions - Displays recent activity on all accounts

4. Messages - Displays conversations between you and support representatives as well as alerts and bank

messages.

Bill Pay - Displays recent activity and quick links to Pay a bill, Pay a person, or Manage payments.

Transfers - Displays scheduled transfers and a quick link to Make a Transfer.

7. Card Management - Displays debit cards that are linked to your accounts. Select a card to toggle it on or off,
report it lost or stolen, or reorder.

o wu

COMMERCEWEST
8 Dashboard -
= @ JohnDoe >
E3 Messages
[@ Accounts Accounts
Transfers ANALYSIS 0004 $1.50 BUS CHK 0001 $0.00 PER CHK 0003 $9.46
x1957 Available X0502 Available X3655 Available
Y, Remote deposils
&, Remote deposits View all
[§] Payments
e | B | &
e 2
Cash management Transfer Pay a bill Pay a person Message Documents
Q Insights
® Support Transactions 3 Qe Messages 4
TRANSFER TO SAVINGS ACCT NO. XXXX8543-S $1.25 £ Online Banking Training Video: Positive Pay 1:20 PM
3 b Dear Valued Clients, We are happy to share that a video tutorial is now avail.
EA  Online Banking Training Video: Bill Pay Yesterday
TRANSFER BUS CHK 0001 TO PER CHK 0004 $0.50 Dear Valued Clients, For those that do online bill payments, we are happy to
N $1.25
£4 Online Banking Training Video: Creating ACH Yesterday
BANNO X COMMERCEWEST WEB JOHN DOE +§0.25 Dear Valued Clients, For those that originate ACH, we are happy to share tha.
N $1.75
See more
TRANSFER FROM DDA ACCT NO, XXXX1550 +$1.00
N $1.50
TRANSFER PER CHK 0004 TO BUS CHK 0001 +$0.50 Bilpay 5§
L $0.50
See more Pay a bill Pay a person Manage payments
(O Jane Doe $1.00
Transfers 6 Scheduled for D
2 Makeatransfer ©  ABC Electic x6789 $1.00
See more
=}
nsfers sct
redule a future or ati u don't ha r
hem
Card management 7
BUS CHK 0001 (x0502)
£ JOHNDOE
@ Organize dashboard
My profile ?
@ John Doe 4 West Bank - Privacy policy - Men - @ Equal Hous
Business Digital Banking 7 © 2024 CommerceWest Bank
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Organize Dashboard

Use this feature to add, remove, or reorder the cards on the dashboard.

Step 1
Click Organize Dashboard.

Card management

BUS CHK 0001 (x0502)

= JOHN DOE
e e e 8136, Active
[®y Organize dashboard
My profile ?
B John Doe - © 2024 CommerceWest Bank - Privacy policy + Member FDIC + 3 Equal Housing Lenc

1. Click and hold the 6 dot icon to drag and drop the cards to the order you prefer.

2. Click the X to remove a card from the dashboard.

3. Click + Add a card to browse available cards that may be added to the Dashboard. Select any you’d like to
appear and click < when finished.

4. Click Done once the layout suits your needs.

COMMERCEWEST

Organize dashboard
Drag & drop to reorder

[8 Dashboard

Accounts

9 Messages e
[ Accounts ii Transactions X i Messages X
2 Transfers
&, Remote deposits it Transfers X it Bill pay 2 X
Payments v

4 # card management X
Cash management
Q Insights ~ +Addacard 3
(@ Support
Business Digital Banking 8 © 2024 CommerceWest Bank
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Organize Accounts

Use this feature to change the order of your accounts on the dashboard or update how the account information is
displayed.

Step 1

Click the ellipsis icon next to the Accounts section, then select Organize accounts.

Link an account

ﬁ View balances and transactions for accounts
from another financial institution.

Ty Organize accounts

] View Expanded | Totals

[ Organize dashboard

Step 2

Click and hold the 6 dot icon to drag and drop an account to the order you prefer, then click Save.

CoMMERCEWEST
02 Dashboard < Organize accounts
B4 Messages (5] Drag to reorder accounts
[B Accounts ANALYSIS 0004 -$1.50
s X199t Available

2 Transfers

BUS CHK 0001 $0.00
&, Remote deposits i %0502 Available
[§] Payments v

PER CHK 0003 -§9.46
Cash management T vaRan
Q Insights v _ PER MMA 0002 $11.71
@ Support

Business Digital Banking 9 © 2024 CommerceWest Bank
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Account View

Use this feature to change what account information is displayed on
the dashboard.

Link an account

Click the ellipsis icon next to the Accounts section choose from one
the View options:
e Compact: Displays accounts in a single row. Only three
accounts will appear at a time.
e Expanded: Displays accounts in two rows. Up to six accounts
will appear at a time. ] View Expanded | Totals
e Totals: Groups accounts together based on type such as Cash,
Borrowed, Credit Balance, and Investments. Displays the total
balance for all accounts in each group.

@ View balances and transactions for accounts
from another financial institution.

T Organize accounts

@ Organize dashboard

Accounts

Select Accounts to see a listing of all the accounts tied to your online banking ID.

Account Information

Select an account from the Accounts page or from the Dashboard.
1. Download into CSV, TXT, OFX, QBO or QFX format, print, or search transaction activity.

2. Review recent account aCthlty.
3. Quickly access other features for this account.
4. Manage your debit card(s)
5. Review account details such as account and routing numbers, account owners, and important dates.
COMMFF&EWEST
x0502 Available ©
08 Dashboard
B3 Messages [5) Transactions e E B .I.ll. &
Transfer Statements At
[® Accounts TRANSFER TO SAVINGS ACCT NO. XXXX8543-S $1.25 prelorouces
N $0.00
2 Transfers @ 3
TRANSFER BUS CHK 0001 TO PER CHK 0004 $0.50 i
&, Remote deposits o $.23
[ Payments . ?ANNO X COMMERCEWEST WEB JOHN DOE P i? :5 T 4
Cash management TRANSFER FROM DDA ACCT NO, XXXX1550 +$1.00 g5 JOHNDOE
b i
Q Insights v
TRANSFER PER CHK 0004 TO BUS CHK 0001 +60.50 "
@ support Nov 8 $0.50 Details 5
TRANSFER TO SAVINGS ACCT NO. XXXX8543-S $0.50 Aocount cumbers:
N, $0.00 Account number @ 1100502
TRANSFER 85X1550 TO 11X0502 TESTING 11.07.2024 +30.50 L : e
N $0.50
Account information
TRANSFER TO SAVINGS ACCT NO. XXXX8543-5 $1.00 e B
$0.00
er names on account Attn: John Doe
TRANSFER PER CHK 0016 TO BUS CHK 0015 +§1.00 e ne 1/29/2002
2 $1.00
FORCE PAY DEBIT 1000 $6.00 oy,
My profile B $0.00 L atement bala $0.00 ?
B John Doe ~ Date 1 men 12/1/2024 -
Business Digital Banking 10 © 2024 CommerceWest Bank
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Transaction Details

Select a transaction to view additional information.
1. Add a tag to categorize the transaction.
2. Add notes to accompany the transaction description.
3. Review check images or add an image such as an invoice or receipt.
4. Attach the transaction details to a conversation with the institution.

Transaction details

REMOTE ITEM CAPTURE DEPOSIT
10/2/2024

+$2.50

@] Addtags

E] Addnotes

Images

o *+ °

CommerceWest Bank - BUS CHK 0001
REMOTE ITEM CAPTURE DEPOSIT

Business Digital Banking 11 © 2024 CommerceWest Bank
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eStatements

Enroll for eStatements to stop paper documents from being mailed. You will receive an email when your electronic
document is available to view. eStatements are available online for 18 months.

eStatement Enrollment

Step 1

Click eStatements from the Accounts page or the Dashboard and accept the Terms and Conditions.

CoMMERCEWEST
£r vk
o
; Hi there!
(2 Dashboard Pl 5
B4 Messages (5]
[@ Accounts Accounts see
8 Transfers ANALYSIS 0004 $1.50 BUS CHK 0001 $0.00 PER CHK 0003 $9.46

x1957 Available %0502 Available x3655 Available

Remote deposits

[«

View all

Payments v

)

c|lBlIAITR]D

Transfer Pay a bill Pay a person Message Documents

=

Cash management

Step 2
Choose the account(s) and click Enroll.

< eStatements

[y eStatements

Go Paperless with your Statements!

Notify at

Accounts to enroll
1044680 TEST ACCT 1 (x4680)

[] 1067915 TEST ACCT 2 (x7915)

Business Digital Banking 12 © 2024 CommerceWest Bank
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Step 3

Select a document to download and view. You can click the filter icon to change the type of document, year, and
account.

CoMMERCEWEST

Documents

8 Dashboard

B3 Messages (5]

Statement November 2024 P
@ Accounts Statement, BUS CHK 0001 (x0502) =
- Statement November 2024 3
& Transfers Statement, PER CHK 0003 (x3655) .
&, Remote deposits Statement November 2024 %

Statement, PER MMA 0002 (x3382) =
[§] Payments v

eStatement Enrollment Changes

Need to make changes to your eStatement enrollment?

Step 1
Click Settings.

CoMMERCEWEST
BUS CHK 0001 - $0.00
x0502 Available &
8 Dashboard
B Messages Transactions 3 E D .ll.l. &
Transfer Documents Statements s:z:;l::g 'N'"
[@ Accounts TRANSFER TO SAVINGS ACCT NO. XXXX8543-5 ' pEeerences
Nov 8 $0.00
2 Transfers E:?\,E
TRANSFER BUS CHK 0001 TO PER CHK 0004 $0.50 Settings
Nov B
&, Remote deposits $1.25
Business Digital Banking 13 © 2024 CommerceWest Bank
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Step 2

In the eStatements section, select Advanced settings.

CoMMERCEWEST
Tawk

< Account details

BUS CHK 0001

08 Dashboard

x0502

1 Messages (5]

Display options
[@ Accounts
Q Transfers Display in online and mobile banking ‘)
&, Remote deposits Display activity and transactions ()

= This account will be visible on the dashboard and account pages
[§] Payments v .

= You may set up and receive alerts for this account
Cash management
Q Insights v Alerts and cards
@ Support Balance Transaction Card Management

You do not have any alerts saved

+ Add alert
Documents
Enrolled »
?
My profile Y,
H John Doe ~ © 2024 CommerceWest Bank + Privacy policy + Member FDIC - €2 Equal Housing Lender

Step 3

Update your account enrollment or set up an additional person to receive eStatements on your accounts.

< Documents

™ Documents

Go paperless with your statements
Notify at

Accounts to enroll

BUS CHK 0001 (x0502)

Business Digital Banking 14 © 2024 CommerceWest Bank
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Alerts

Set up alerts to be notified about your balance or certain transactions.
Set up Balance and Transaction Alerts

Step 1
Click Alert Preferences and select Balances, transactions, and deposits.

COMMERCEWEST
& A

BUS CHK 0001 - $0.00

x0502 Available @
[ Dashboard

B2 Messages (5] Transactions < D D
Transfer Documents = Statements sﬁi’;’(‘:“ "“"t
m Accounts TRANSFER TO SAVINGS ACCT NO. XXXX8543-8 $1.25 l preferences I
Nov 8 $U,UU
Z  Transfers 5:?:3
TRANSFER BUS CHK 0001 TO PER CHK 0004 $0.50 e
Nov 8
&, Remote deposits $1.25

Step 2
Choose Balance or Transaction and click + Add alert.

CoMMERCEWEST
6 x wk

Account alerts
PER MMA 0002 (x3382)

08 Dashboard

B Messages o Balance Transaction

@ R You do not have any alerts saved

2 Transfers + Add alert

&, Remote deposits

Business Digital Banking 15 © 2024 CommerceWest Bank
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Step 3

Complete the details and select how you’d like to receive the alert. Click Add alert.

CoMMERCEWEST

Account alerts
PER MMA 0002 (x3382)

08 Dashboard

Balance Transaction

B9 Messages (5]
@ A " You do not have any alerts saved

ccounts
’(3 Transfers Notify me when my balance is :
&, Remote deposits over v | § 1000
[5] Payments v Notify by:
Cash management O = Email In-App Message
@ Insights ~

Cancel Add alert

(@ Support

Edit or Delete a Balance and Transaction Alert

Step 1

From within the account, click Alert Preferences and select Balances, transactions, and deposits.

CoMMERCEWEST
x0502
8 Dashboard
B9 Messages (5] Transactions 2
Transfer
[@ Accounts TRANSFER TO SAVINGS ACCT NO. XXXX8543-S $1.25
Nov & $0.00
2 Transfers 2@3
TRANSFER BUS CHK 0001 TO PER CHK 0004 $0.50 Settings
Nov 8
&, Remote deposits 5125
Business Digital Banking 16
User Guide

Documents Statements

$0.00

Available

d | A

Spending Alert

habits |}l preferences |
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Step 2
Toggle between Balance and Transaction to find the alert to modify or delete. Select Edit.

CoMMERCEWEST

Account alerts
PER MMA 0002 (x3382)

8 Dashboard

Balance Transaction

B9 Messages e
When balance is over $1,000.00, notify by in-app message. Edit
[© Accounts
+ Add alert
2 Transfers
&, Remote deposits

Step 3

Modify the details or click the trash can icon to delete.

CoMMERCEWEST

Account alerts
PER MMA 0002 (x3382)

08 Dashboard

Balance Transaction

B9 Messages
[B Accounts Notify me when my balance is over :
2 Transfers $ 1000.00
&, Remote deposits Notify by:
] et ernall In-App Message
[§] Payments v
Cash management & il
Q Insights v
® Support
Business Digital Banking 17 © 2024 CommerceWest Bank
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Transfers

Move money between internal accounts.
Submit a Transfer

Step 1

Click Transfer or Make a Transfer from the Dashboard or the Transfers page.

COMMEEAR::KEWEST
: Hi there!
elias beart @ JohnDoe > .
B3 Messages
[B Accounts Accounts
Z Transfers ANALYSIS 0004 $1.50 BUS CHK 0001 $0.00 PER CHK 0003 $9.46
x1957 Available x0502 Available x3655 Available
&, Remote deposits e
[§] Payments
A
e B A B Db
Cash management Transfer Payabill | Payaperson = Message | Documents
Q Insights
Transfers
—~ M
ake a transfer
&«
Scheduled transfers
No transfers scheduled.
Schedule a future or repeating transfer so you don't have to worry about
them later.
Business Digital Banking 18 © 2024 CommerceWest Bank
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Step 2

Select your From and To accounts and enter the amount to transfer.
Click More options to set up a recurring frequency, select a future date, or add a memo if applicable. Click Submit.

< Transfer
PER CHK 0003
From >
-39 46
ANALYSIS 0004
To >
-$1.50
Amount S 0.00
Frequency Once >
Date Soonest available >
Memo Memo
For immediate, internal transfers only
0/20
Hide options
Transfers completed after 12:00 AM may be processed the next business day
Business Digital Banking 19 © 2024 CommerceWest Bank
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Edit or Delete a Transfer

Step 1

CoMMERCEWEST

B A NK

Navigate to the Transfers card on the Dashboard or the Transfers page to find the transfer to edit or delete.

Business
User Guide

COMMERCEWEST

9 Dashboard

B3 Messages

[® Accounts

&, Remote deposits
[§] Payments

Cash management

Q Insights

Digital Banking

Hi there!

H JohnDoe >

Accounts

ANALYSIS 0004 $1.50 BUS CHK 0001
x1957 Available x0502

s A B

Pay a bill Pay a person Message Documents

Transfers

—
< Make a transfer

Scheduled transfers

$0.50 to ACCT 2
On Sep 30, from ACCT 1

20

PER CHK 0003 $9.46
x3655 Availeble

View all

See more

© 2024 CommerceWest Bank
Last Revised December 2024



B A NK

Digital Banking User Guide COMMERCEWEST

Step 2

Select the transfer and modify details or select the trash can icon to delete.

COMMERCEWEST
B A vk

08 Dashboard

B3 Messages (5] Transfers Z Make a transfer
@ Accounts O Dex . fom PER K003
e December 2024 <) (>
& Transfers
< Transfer ||
From PER CHK 0003
$9.46
1o ANALYSIS 0004
-$1.50
Amount $ 0.00
Frequency Once >
Date December 31 >
Transfers completed after 12:00 AM may be processed the next business day.
Business Digital Banking 21 © 2024 CommerceWest Bank
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ACH

Create a Batch Manually

Step 1

Select ACH from the navigation pane.
If you have multiple payment features activated, select the Payments menu first.

COMMERCEWEST
.
- oarond Hi there!
of BRI @ JohnDoe > .
B3 Messages (5]
[® Accounts Accounts
20 f ANALYSIS 0004 $1.50 BUS CHK 0001 $0.00 PER CHK 0003 $9.46
< Transfers s e 4
vailable x0502 Available x3655 Available
v .
&, Remote deposits Viewall
[§] Payments ~
2| 8| A
2 Fa] )
Bill pay Transfer Payabill Pay a person Message Documents

Fraud Prevention Services

Positive pay Transactions Qo Messages
TRANSFER TO SAVINGS ACCT NO. XXXX8543-S $1.25 =] Online Banking Training Video: Positive Pay 1:20PM
ACH oninel : ;
Nov8 $0.00 ear Valued Clients, We are happy to share that a video tutorial is now avail.
Wires Online Banking Training Video: Bill Pay Yesterday
:RA:'SFER BUS CHK000TTORER CHK 0004 :0‘50 = Dear Valued Clients, For those that do online bill payments, we are happy to ..
lov 8 1.25
Cash management Online Banking Training Video: Creating ACH Yesterday
BANNO X COMMERCEWEST WEB JOHN DOE +80.25 Dear Valued Clients, For those that originate ACH, we are happy to share tha...
Q Insights v el §h7s
See more
TRANSFER FROM DDA ACCT NO. XXXX1550 +$1.00
@ support Novs 150
TRANSFER PER CHK 0004 TO BUS CHK 0001 +$0.50 Bill pay
Noi $0.50 5
My profile £
by B REN
Click Create ACH.
I
Business Digital Banking 22 © 2024 CommerceWest Bank
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Step 3

Enter the Batch name and select the ACH company to originate the payment from.

< Create ACH
Batch name ACH name
Company Select company >
Cancel
Step 4
Confirm that the correct SEC code, Entry description, and Discretionary data display. Modify if necessary. Click Add
recipients.
< Create ACH
Batch name Payroll
Company John Doe >
Company ID 111111111 >
SEC PPD >
Entry description Entry description >
Discretionary data Discretionary data >
Recipients Add recipients >
Restrict batch () ]
Cancel
Business Digital Banking 23 © 2024 CommerceWest Bank
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Step 5

Enter the Recipient name, the amount to pay them, transaction type (Credit or Debit), and account information.
Click Optional fields to enter a recipient ID number or addenda information.

Check Prenote to create a zero dollar batch for this transaction. This prenote batch may then be initiated to confirm
account details prior to sending the live batch. (optional)

Check Hold to prevent this transaction from processing with the other transactions in the batch. (optional)

Click + Add another recipient to enter another recipient. Click Save recipient when done adding recipients to the batch

< Recipients
New recipient ~ T
Amount Credit/Debit
‘ Recipient name ‘ S 0.00 ‘ Credit v
Account type
‘ Account number ‘ Routing number Q ‘ Account type ~
Optional fields [ ] Prenote [ ] Hold

+ Add another recipient

Business Digital Banking 24 © 2024 CommerceWest Bank
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Step 6

Click Create batch, review the confirmation, then click Done.

< Create ACH
Batch name Payroll
Company John Doe >
ACH batch created
Company ID 111111111 >
Payroll
SEC PPD > @ Credits (S Debits
$1.00 $0.00
Entry description Payroll >
Discretionary data Payroll > Recipients 1
ACH company John Doe
Recipients 1 recipient > SEC code PPD
Description Payroll
Restrict batch (® ]

Discretionary

Cancel Create batch m

The batch will appear under the Active tab in a Ready status.
Please see the Initiate a Batch section for steps on how to send the payment.

Active History $ —
Ay T,
Create ACH Upload ACH Pay taxes
BATCH RECURRING AMOUNT
Payroll $1.00
Ready ' John Doe PPD December 2024 < >
SUN  MON TUE WED  THUR FRI SAT
5 6 7
8 9 10 1" 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30 31
Business Digital Banking 25 © 2024 CommerceWest Bank
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Upload a NACHA File

Step 1

Select ACH from the navigation pane.
If you have multiple payment features activated, select the Payments menu first.

COMMERCEWEST

O Dashboard

Hi there!

@ JohnDoe >

B3 Messages (5]

[B Accounts Accounts

Z Transfers ANALYSIS 0004 $1.50 BUS CHK 0001 $0.00 PER CHK 0003 $9.46
x1957 Available x0502 Available x3655 Available

&, Remote deposits

=]

Payments ~

Bill pay

Fraud Prevention Services

e B A

Transfer Pay a bill Pay a person

C2I

Message Documents

View all

Positive pay Transactions Qe Messages e
TRANSFER TO SAVINGS ACCT NO. XXXX8543-S $1.25 £ Online Banking Training Video: Positive Pay 1:20 PM
Nov8 $0.00 Dear Valued Clients, We are happy to share that a video tutorial is now avail...
Wires £ Online Banking Training Video: Bill Pay Yesterday
IRANSFER BUS/CHKO00TTORER CHIC0004 20'50 Dear Valued Clients, For those that do online bill payments, we are happy to ...
ov 8 1.25
Cash management £ Online Banking Training Video: Creating ACH Yesterday
BANNO X COMMERCEWEST WEB JOHN DOE +80.25 Dear Valued Clients, For those that originate ACH, we are happy to share tha..
Q Insights M Ll $1.78
See more
TRANSFER FROM DDA ACCT NO. XXXX1550 +$1.00
Support Nov & $1.50
TRANSFER PER CHK 0004 TO BUS CHK 0001 +$0.50 Bill pay
Nov € $0.50 5
My profile ¢
yp N 3] S 3]
@ John Doe

Step 2
Click Upload

ACH.
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Step 3

Browse for your file and click Upload. Review your file for proper formatting if you receive an error.

The batch will appear under the Active tab in a Ready status.
A generic name will be given to an uploaded batch. Select the batch and click Edit if you wish to change the name.

£ Upload ACH

Upload your NACHA formatted files below to create new ACH batches.

[y BOPtt (i

Upload

Recent uploads ©)

No recent uploads found at this time

Please see the Initiate a Batch section in this document for steps on how to send the payment.

Active History ﬁ A =
9 | 1\ )

Create ACH Upload ACH Pay taxes
BATCH RECURRING AMOUNT
0000005 $4.00
Ready ) John Doe PPD December 2024 < D
SUN MON TUE WED THUR FRI SAT
2 ° 5 6 7
8 9 10 " 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30 31
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Pay Taxes

Step 1

Select ACH from the navigation pane.
Please note: If you have multiple payment features activated, you will select the Payments menu first.

CoMMERCEWEST
B A Wk

Hi there!

9 Dashboard [@ JohnDoe >

B3 Messages (5]
[® Accounts Accounts
2 ANALYSIS 0004 $1.50 BUS CHK 0001 $0.00 PER CHK 0003 $9.46
< Transfers
x1957 Available x0502 Available X3655 Available

v .
<, Remote deposits AV o—
[§] Payments ~

e | B | &

e A D

Bill pay Transfer Pay a bill Pay a person Message Documents

Fraud Prevention Services

Positive pay Transactions Q .. Messages
TRANSFER TO SAVINGS ACCT NO. XXXX8543-S $1.25 =] Online Banking Training Video: Positive Pay 1:20 PM
Nov 8 Dear Valued Clients, We are happy to share that a video tutorial is now avail...

Nov8 $0.00
Wires Online Banking Training Video: Bill Pay Yesterday
KRANSFER BUSCHKI0001 TORER CHI0004, $0.50 = Dear Valued Clients, For those that do online bill payments, we are happy to ...

ov 8 $1.25
Cash management EA  Online Banking Training Video: Creating ACH Yesterday
BANNO X COMMERCEWEST WEB JOHN DOE +80.25 Dear Valued Clients, For those that originate ACH, we are happy to share tha...

. Nov 8
Q Insights v $1.75
See more

TRANSFER FROM DDA ACCT NO. XXXX1550 +$1.00

Support Nov 8 $1.50
TRANSFER PER CHK 0004 TO BUS CHK 0001 +$0.50 Bill pay L)

Nov 8 $0.50

My profil ?
s ~ [§] R28

Step 2
Click Pay taxes.

> T, &

Create ACH Upload ACH Pay taxes
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Step 3

Choose Federal or State taxes, enter a Payment name, and enter the Tax period in MM/YY format. Click Next.

4 Pay taxes

0 Payment details
Tax authority

Payment name Tax FD Payment name

Tax period MM/YY

o From and to accounts Edit

e Tax code and amounts Edit

Step 4

Select the ACH Company to originate the payment from, the Pay from account, the Pay to account, and enter your
Taxpayer ID. Click Next.

< Pay taxes

° Payment details Edit
Federal, Tax FD Quarterly Tax, December 2024

© From and to accounts

Company Select company >
Pay from Select from account >
Pay to Select receiving account >
Taxpayer ID Taxpayer ID

Back Next

e Tax code and amounts Edit

Business Digital Banking 29 © 2024 CommerceWest Bank
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Step 5

Look up the Tax code, enter the Amount, and click Create payment.
Review your confirmation and click Done.

The tax payment batch will appear under the Active tab in a Ready status. Please see the Initiate a Batch section in this
document for steps on how to send the payment.

4 Pay taxes

° Payment details Edit
Federal, Tax FD Quarterly Tax, December 2024

° From and to accounts Edit
From BUS CHK 0001, to Bank of America

e Tax code and amounts

Tax code Lookup tax code >

Amount $ 0.00

Back

Edit or Delete a Batch

Batches in an initiated or processed status cannot be edited or deleted. Please uninitiate the batch first or
contact the bank for assistance.

Step 1
Select the batch.

Active Histary = —
4 2
Create ACH Upload ACH Pay taxes
BATCH RECURRING AMOUNT
0000005 $4.00
December 2024 < >

Ready John Doe oI

SUN MON TUE WED THUR  FRI SAT

22 23 24 25 26 27 28

29 30 31
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Step 2

1. Select the ellipsis icon to delete the batch.
2. Click Edit to modify the batch header information.
3. Click Recipients to add, delete, or modify the recipient(s) account information or payment amount(s).

Batch details

0000005  Ready

@ Credits @ Debits

$4.00 $0.00

Recipients 4 recipients >

Company John Doe
Company ID 1111111171
SEC code PPD
Description Payment

Batch restricted ) No

Review and initiate

Business Digital Banking 31 © 2024 CommerceWest Bank
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Initiate a Batch

Step 1

Select ACH from the navigation pane.
If you have multiple payment features activated, select the Payments menu first.

COMMERCEWEST
B vk

Hi there!

8 Dashboard

@ JohnDoe >
B3 Messages (5]
[B Accounts Accounts
Z Transfers ANALYSIS 0004 $1.50 BUS CHK 0001 $0.00 PER CHK 0003 $9.46
x1957 Available x0502 Available X3655 Available
&, Remote deposits

View all

=]

Payments ~

S| |A A D

Bill pay Transfer Pay a bill Pay a person Message Documents

Fraud Prevention Services

Positive pay Transactions Qe Messages ..
TRANSFER TO SAVINGS ACCT NO. XXXX8543-S $1.25 4 Online Banking Training Video: Positive Pay 1:20 PM
Nov $0.00 Dear Valued Clients, We are happy to share that a video tutorial is now avail...
Wires Online Banking Training Video: Bill Pay Yesterday
T‘RANSFER U5 CHIEO0OT TORERCHK0004 zo.so B ervelued Clients, For those that do online bill payments, we are happy to ...
Nov8 1.25
Cash management =) Online Banking Training Video: Creating ACH Yesterday
BANNO X COMMERCEWEST WEB JOHN DOE +80.25 Dear Valued Clients, For those that originate ACH, we are happy to share tha...
" Nov
Q Insights v $1.75
See more
TRANSFER FROM DDA ACCT NO. XXXX1550 +$1.00
Support Nov 8 $1.50
TRANSFER PER CHK 0004 TO BUS CHK 0001 +$0.50 Bill pay ees
Nov 8 $0.50
My profile ?
. 5] A ]
A John Doe
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Step 2

Select the batch in a Ready status and click Review and initiate.
If dual control is activated, you cannot initiate a batch that you created or edited. A second user will need
to complete this step.

History $ A 1\
- (L =:)
Create ACH Upload ACH Pay taxes
BATCH RECURRING AMOUNT
Payroll $4.00
Ready John Doe PPD December 2024 < >

SUN MON TUE WED  THUR FRI SAT

o -

8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28

29 30 N

Batch details

Payroll = Ready

() Credits (© Debits
$4.00 $0.00

Recipients 4 recipients >

Company John Doe
Company ID 111111111
SEC code PPD

Description Payment

Batch restricted (1) No

Review and initiate
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Step 3

Select the Offset account if applicable, recurring Frequency if applicable, and the Effective date.

Check the Reset amounts to $0.00 after processing if you’d like to clear out the dollar amounts in the template after
processing. (optional)

Click Initiate.

You may be asked to enter your password to authenticate.
Review your confirmation and click Done.

The batch will appear in an Initiated status under the Active tab.

Batches in an Initiated status may be uninitiated up until our cut off. Please see the Uninitiate a Batch
section in this document for more information.

The batch will return to a Ready status after processing and may be reused, edited, or deleted.

Initiate ACH
Payroll @
(® Credits © Debits
$4.00 $0.00 Batch initiated
Show details v Payroll
@ Credits (© Debits
Offset account Select account > $4.00 $0.00
Frequency QOnce >
iy Effective date
Nov 8
Effective date Select date > o
Reset amounts to $0.00 after processing :\ Confirmation # 1028240018
Reciplert A
Cancel
i O
Active Histary o
BATCH RECURRING AMOUNT
Payroll 54.00
Initiated [
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Initiate Multiple Batches

Step 1

Select ACH from the navigation pane.
If you have multiple payment features activated, select the Payments menu first.

COMMERCEWEST
B A vk

Hi there!

o
(19 Dashboard P
Messages (5]
[® Accounts Accounts
20 ANALYSIS 0004 $1.50 BUS CHK 0001 $0.00 PER CHK 0003 $9.46
< Transfers
x1957 Available x0502 Available x3655 Available
Y, Remote deposits
= P View all
Payments ~
. e A B
e/
Bill pay Transfer Pay a bill Pay a person Message Documents
Fraud Prevention Services
Positive pay Transactions Q.. Messages
TRANSFER TO SAVINGS ACCT NO. XXXX8543-S $1.25 4 Online Banking Training Video: Positive Pay 1:20 PM
Nov8 Dear Valued Clients, We are happy to share that a video tutorial is now avail...
Nov 8 $0.00
Wires Online Banking Training Video: Bill Pay Yesterday
T‘RAr‘SFER BLIS CHICO0TTOIRER CHK 0004 zo'zg = Dear Valued Clients, For those that do online bill payments, we are happy to ..
Nov 8 1
Cash management EA  Online Banking Training Video: Creating ACH Yesterday
BANNO X COMMERCEWEST WEB JOHN DOE +$0.25 Dear Valued Clients, For those that originate ACH, we are happy to share tha...
" Nov 8
Q Insights v .75
See more
TRANSFER FROM DDA ACCT NO. XXXX1550 +$1.00
Support Nov 8 $1.50
TRANSFER PER CHK 0004 TO BUS CHK 0001 +$0.50 Bill pay
Nov8 $0.50
Py
My profile !

2 John Doe ~ B] 8

Step 2

Click the Bulk Action icon and select the batches you want to initiate. Click Initiate.

Active History

2 selected: P> Initiate Cancel
BATCH RECURRING AMOUNT
BATCH RECURRING AMOUNT
Payroll $4.00
Ready John Doe PPD gl $4.00
Ready .John Doe PPD
Bonus 54.00
Ready John Doe PPD Bonus $4.00
Ready John Doe PPD
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Step 3

Enter the Effective date, select the Offset account if applicable, and check the Reset to $0 box if desired for each batch.
Click Initiate.

You may be asked to enter your password to authenticate.

Review your confirmation and click Done. The batches will appear in an Initiated status under the Active tab.

£ Initiate batches

Payroll $4.00

Dec 31 | ‘ BUS CHK 0001 (x0502) Q ‘ [ Resetto$0
Bonus $4.00

Dec 24 o= ‘ BUS CHK 0001 (x0502) Q ‘ | Resetto$0

Initiate 2 batches

Uninitiate a Batch

Step 1

Select ACH from the navigation pane.
If you have multiple payment features activated, select the Payments menu first.

CoMMERCEWEST
Ea vk
.

o oachbomg Hi there!

iz Dashboar @ JohnDoe > .
B3 Messages (5]
[® Accounts Accounts
(,:) Transfers ANALYSIS 0004 $1.50 BUS CHK 0001 $0.00 PER CHK 0003 $9.46

x1957 Available x0502 Available %3655 Available

&, Remote deposits View all

[§] Payments ~

|l A|BA]|D

Bill pay Transfer Paya bill Pay a person Message Documents

Fraud Prevention Services

Positive pay Transactions Q . Messages
ACH TRANSFER TO SAVINGS ACCT NO. XXXX8543-S $1.25 4 Online Banking Training Video: Positive Pay 1:20 PM
Nov8 $0.00 Dear Valued Clients, We are happy to share that a video tutorial is now avail...
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Step 2

Select the batch in an Initiated status, click Uninitiate, and confirm.
The payment will return to a Ready status and will not process.

i i 0—
Active History >
BATCH RECURRING AMOUNT
Payroll $4.00
Initiated PPD

Batch details

Payroll  Initiated

) Credits © Debits

$4.00 $0.00

Recipients 4 recipients >

Company

Business Digital Banking
User Guide

Company ID
SEC code

Description

Batch restricted (§)

1270145347
PPD
Payment

No

Uninitiate

37
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History

Select this tab to review batches that have been processed.

Active History 3
DATE  BATCH AMOUNT
et Payroll $4.00
28 .
sz Payroll $1.00
12 PPD
;i 9.7.2024 Offset $1.00
9 .
el 9/7/24 Reversal $1.00
9 PPD
PNT-B HEND $0.00
9 oot
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Wires

Create a Wire

Step 1

Select Wires from the navigation pane.
Please note: if you have multiple payment features activated, select the Payments menu first.

CoMMERCEWEST

Hi there!

8 Dashboard

@ JohnDoe >
B3 Messages (5]
[® Accounts Accounts
Z Transfers ANALYSIS 0004 $1.50 BUS CHK 0001 $0.00 PER CHK 0003 $9.46
x1957 Available 0502 Available 3655 Available
&, Remote deposits

View all

=]

Payments ~ 2 @ ;7\ E]_] B

Bill pay Transfer Paya bill Pay a person Message Documents

Fraud Prevention Services

Positive pay Transactions Q .. Messages
ACH TRANSFER TO SAVINGS ACCT NO. XXXX8543-S $1.25 = Online Banking Training Video: Positive Pay 1:20 PM
Nov $0.00 Dear Valued Clients, We are happy to share that a video tutorial is now avail...
Online Banking Training Video: Bill Pay Yesterday
IRANSFER BUS/CHKI0001 TOIRER CHIC0004 :°'5° = Dear Valued Clients, For those that do online bill payments, we are happy to ..
Nov 8 1.25
Cash management £ Online Banking Training Video: Creating ACH Yesterday
BANNO X COMMERCEWEST WEB JOHN DOE +$0.25 Dear Valued Clients, For those that originate ACH, we are happy to share tha..
Q Insights S Nov & $1.75
See more
TRANSFER FROM DDA ACCT NO. XXXX1550 +$1.00
Support Nov8 $1.50
TRANSFER PER CHK 0004 TO BUS CHK 0001 +80.50 Bill pay
Nov 8 $0.50 5
M ?
y profile “ @ R [E
A John Doe
Select Create wire.
W, Create wire
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Step 3

Enter a Wire name, choose the account to debit the funds From, and click Add recipient.

< Create wire

Wire name Wire name

0/30
From ANALYSIS 0004 x1957 |

-$1.50

To Add recipient >
Amount $ 0.00
Notes Add notes >
Save as template (O ]

Step 4

Enter the beneficiary’s name, account number, and address in the Recipient account section

< Recipient

Recipient account

Recipient name

Account number

Address line 1

Address line 2

City State Zip

Business Digital Banking 40 © 2024 CommerceWest Bank
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Step 5

Click Find institution to lookup the beneficiary’s financial Institution name then click Save.

Receiving financial institution Q Find institution

Routing/ABA number
Institution name

City State

@ We temporarily don't support wires that require an intermediary financial
institution. To create this type of wire, please use Cash Management.

Step 6

Enter the amount of the wire and add any notes that should accompany the wire if applicable.

If you anticipate sending this wire again in the future, click Save as template to retain the information under the
Templates tab.

Please note: if you wish to send a recurring wire, it must be saved as a template first.

Click Create wire.

< Create wire
Wire name Vendor One
10/30
From ANALYSIS 0004 xj\%? R
-$1.50
To Vendor One 123456789 R
FIRST CITZ RALEIGH
Amount $ 0.00
Notes Add notes >
Save as template (O [
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Step 7

Review your confirmation message and click Done.

Wire created

Vendor One

$1.00

From ANALYSIS 0004 x1957

Vendor One

(@  Your wire has been created but
must still be initiated in the wire
details to send it.

Step 8

Your wire will appear under the Active tab in a Ready status.
If you saved the wire as a template, it will appear under the Templates tab.

Active History Templates

CoMMERCEWEST

B A NK

"i) Create wire

Account

ANALYSIS 0004 x1957

December 2024
WIRE DETAILS AMOUNT
SUN MON TUE
Vendor One $1.00
Ready  to FIRST CITZ RALEIGH (x6789)
Business Digital Banking 42
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Edit or Delete a Wire

Step 1

Select the wire under the Active or Templates tab.

Active History Templates "] .
&y Create wire

Account

ANALYSIS 0004 x1957
December 2024 < >

WIRE DETAILS AMOUNT
SUN  MON TUE WED  THUR FRI SAT
Vendor One

$1.00
Ready 1o FIRST CITZ RALEIGH (x6789)

Step 2

1. Click the ellipsis icon to delete the wire
2. Click Edit to change the wire name, beneficiary information, amount, or notes.

Wire details

Vendor One  Ready

$1.00

From ANALYSIS 0004

Recipient details

Recipient name Vendor One
Account number 123456789

Address 123 Main
Joplin, MO 64804

Receiving institution

Institution name ~ FIRST CITZ RALEIGH
Routing number 124084834

Address RALEIGH, NC

Review and initiate
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Initiate a Wire

Step 1

Select Wires from the navigation pane.
Please note: If you have multiple payment features activated, select the Payments menu first.

COMMERCEWEST
B vk

Hi there!

o
8 Dashboard [ JohnDoe >

B3 Messages (5]

Accounts Accounts

=

ANALYSIS 0004 $1.50 BUS CHK 0001 $0.00 PER CHK 0003 $9.46

2 Transfers
x1957 Available X0502 Available x3655 Available

Remote deposits

«

View all

[§] Payments ~ Z Ig R E'_] IB

Bill pay Transfer Pay a bill Pay a person Message Documents

Fraud Prevention Services

Positive pay Transactions Qe Messages aee
TRANSFER TO SAVINGS ACCT NO. XXXX8543-S $1.25 4 Online Banking Training Video: Positive Pay 1:20 PM
ACH : ‘ ;
Nov 8 $0.00 ear Valued Clients, We are happy to share that a video tutorial is now avail...
Online Banking Training Video: Bill Pay Yesterday
IRAf'SFER BUS CHIKO00V TORER CHK'0004; :0‘50 = Dear Valued Clients, For those that do online bill payments, we are happy to ...
ov 1.25
Cash management A  Online Banking Training Video: Creating ACH Yesterday
BANNO X COMMERCEWEST WEB JOHN DOE +$0.25 Dear Valued Clients, For those that originate ACH, we are happy to share tha...
Q Insights v Noy8 $1.75
See more
TRANSFER FROM DDA ACCT NO. XXXX1550 +$1.00
Support Nov 8 $1.50
TRANSFER PER CHK 0004 TO BUS CHK 0001 +50.50 Bill pay
Nov 8 $0.50
My profile n e ?
petibelod 2N
Select the wire from under the Active or Template tab.
Active History Templates \".) Create wire
Account
ANALYSIS 0004 x1957
December 2024 < >
WIRE DETAILS AMOUNT
SUN MON TUE WED THUR FRI  SAT
Vendor One $1.00
Ready {0 FIRST CITZ RALEIGH (x6789)
12 4
)
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Step 3

Click Review and initiate.

Wire details

Vendor One  Ready

$1.00

From ANALYSIS 0004

Recipient details

Recipient name Vendor One
Account number 123456789
Address 123 Main

Joplin, MO 64804

Receiving institution

Institution name FIRST CITZ RALEIGH
Routing number 124084834

Address RALEIGH, NC

Review and initiate

Step 4

Review the wire details. If initiating a template, choose a recurring frequency if applicable. Click Initiate. You may be
prompted to authenticate by entering your password.

< Initiate wire

Vendor One

$1.00

From ANALYSIS 0004

To Vendor One

Show details -~
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v The Dif

Step 5

Review your confirmation and click Done.

Wire initiated
Vendor Two
From BASICBUS 0005 (x5554)
To Vendor Two
Confirmation # 0000000000

Step 6

Your wire will appear under the Active tab in an Initiated status.

Active History Templates

Account

Operations x3383 »
WIRE DETAILS AMOUNT
Vendor One $1.00

Initiated to FIRST CITZ RALEIGH (x6789)
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History

Select this tab to review wires that have been processed.

Active History Templates

Payroll x3367

WO to Igfcu (x6789 $1.00
WO to Igfcu (x6789 $1.00
'\0 to Igfcu (x6789 $1.00
‘\O to gfcu (x678¢ $1.00
TO to Igfcu (x6789 $1.00
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Positive Pay

Enter Issued Items Manually

Step 1

Select Positive Pay from the navigation pane.
If you have multiple payment features activated, select the Payments menu first.

CoMMERCEWEST
Ak

Hi there!

(18 Dashboard

@ JohnDoe >
B3 Messages (5]
[® Accounts Accounts
2 Transfers ANALYSIS 0004 $1.50 | BUSCHK0001 $0.00 | PERCHK0003 $9.46

x1957 Available x0502 Available %3655 Available

&, Remote deposits View all

[§] Payments ~
| 8| A B

Bill pay Transfer Pay a bill Pay a person Message Documents

Fraud Prevention Services

Positive pay Transactions Q . Messages see

' TRANSFER TO SAVINGS ACCT NO. XXXX8543-S $1.25 4 Online Banking Training Video: Positive Pay 1:20 PM
ACH D £ s *
Nov $0.00 ear Valued Clients, We are happy to share that a video tutorial is now avail...
Wires A  Online Banking Training Video: Bill Pay Yesterday
IRANSFER BUS CHIK000T TO.RERICHIC0004 :0‘50 Dear Valued Clients, For those that do online bill payments, we are happy to ..
ve 1.25
Cash management £ Online Banking Training Video: Creating ACH Yesterday
BANNO X COMMERCEWEST WEB JOHN DOE +$0.25 Dear Valued Clients, For those that originate ACH, we are happy to share tha...
. Nov 5
Q Insights v ! $1.75
See more
TRANSFER FROM DDA ACCT NO. XXXX1550 +$1.00
@ Support Nov8 $1.50
TRANSFER PER CHK 0004 TO BUS CHK 0001 +$0.50 Bill pay
Nov $0.50
o
My profile R .
B sombee 5] 2N
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Step 2
Click + Add checks and select Add your checks manually.

Positive pay

Check entries

Your check uploads will display here

<+ Add checks

Work check exceptions

@ Work ACH exceptions

Settings

Manage templates

< Add checks

[ Add your checks manually

a Select template

Step 3

Select the account the checks were written against.

Positive Pay

Select account

Select template >

Select the account your checks were issued from

Q, Search accounts

PER CHK 0003 (x3655)
-$9.46 available

Business Digital Banking 49
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Step 4

Enter the Check number, Check amount, Payee, Type, and Check date.
For check Type, select void to invalidate a previously entered issued item.
Click Save and enter another if you have more checks or click Review if done.

Enter checks

< PER CHK 0003 x3655
Check number L
0/10
Check amount S 0.00
Payee Payee name
0/35
Type Debit v
Check date Select >
Step 5
Review the details you entered and click Approve to continue. Click Approve to confirm. Review the confirmation and
click Done.
< Review checks
Account PER CHK 2?(03 >
Upload summary
Total items 1
Total amount $1.00
DATE  PAYEE/AMOUNT CHECK #
pec $1.00
12 Vendor 1 1234 ’
Enter another
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Step 6

Your check file will appear on the Positive Pay dashboard in a Pending Status. Click Review & approve.

Positive pay

Check entries -+ Add checks

[5 ArpManualEntry_JDOE_241204.txt PER CHK 0003 Review & approve >
Pending Work check exceptions

®  Work ACH exceptions

Settings

Manage templates

Step 7

Review the details and click Approve.
Review the confirmation and click Done.

Review checks

File upload summary

File name ArpManualEntry_JDOE_241204.txt

Total items 1

Total amount  §1.00

DATE PAYEE/AMOUNT CHECK #
DEC 1.00
4 $ 00000001234
Vendor One

If any modifications are needed, cancel this upload and resubmit with corrected issued item(s)
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Step 8

The issued items file status will now show as Successful.

Positive pay

Check entries -+ Add checks

E ArpManualEntry_JDOE_241204.txt PER CHK 0003 Just uploaded
Successful Work check exceptions

@ Work ACH exceptions

Settings

Manage templates

Create an Issued Items Upload Format

Step 1

Select Positive Pay from the navigation pane.
If you have multiple payment features activated, select the Payments menu first.

COMMERCEWEST
.
- oaenbeand Hi there!
5 Dashboar @ JohnDoe > .
B3 Messages 5]
[® Accounts Accounts
'(:) Transfers ANALYSIS 0004 $1.50 BUS CHK 0001 $0.00 PER CHK 0003 $9.46

x1957 Available %0502 Available x3655 Available

&, Remote deposits View all

[§] Payments ~

e 2 B

Bill pay Transfer Pay a bill Pay a person Message Documents

Fraud Prevention Services

Positive pay Transactions Q. Messages

TRANSFER TO SAVINGS ACCT NO. XXXX8543-S $1.25 £ Online Banking Training Video: Positive Pay 1:20 PM
ACH B £
Novs $0.00 ear Valued Clients, We are happy to share that a video tutorial is now avail...
Wires £A  Online Banking Training Video: Bill Pay Yesterday
IRANSFER BUS GHIC000T TO.RER CHIC0004 :0'50 Dear Valued Clients, For those that do online bill payments, we are happy to ...
ov 8 1.25
Cash management £ Online Banking Training Video: Creating ACH Yesterday
BANNO X COMMERCEWEST WEB JOHN DOE +$0.25 Dear Valued Clients, For those that originate ACH, we are happy to share tha...
Q Insights v Ny $1.75
See more
TRANSFER FROM DDA ACCT NO. XXXX1550 +$1.00
@ support Nov8 t150
TRANSFER PER CHK 0004 TO BUS CHK 0001 +$0.50 Bill pay
Novg $0.50
My profile ?
g 5] A
& John Doe
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Step 2

Click Manage templates and click the + sign.

Positive pay

Check entries +  Add checks

B ArpManualEntry_JDOE_241204.txt PER CHK 000 Just uploaded
| Work check exceptions

@ Work ACH exceptions

Settings

Manage templates

< Manage templates +

No templates saved

+ New template
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Step 3

Select the format of your file.
Delimited:

1. Enter a name for this upload format.

2. Choose your amount format, field delimiter and text qualifier.

3. Enter the column number from your file into the corresponding field. Leave any columns you’re not using blank.
Some fields may require additional configuration. Click the arrow to adjust those fields.

Click Review and then Save. Click Done.

< Create delimited template

Template name

Amount format (O

Field delimiter ()

Text qualifier &)

Column order

nter which column each label appears in your file ave any colum

LABEL COLUMN NUMBER
Item number
equired Col #
Item Amount
Required Col #
Account number Col #
Account type Col #
Business Digital Banking

User Guide

Template name

No format validation >

Comma (,) >

None >

not using blank

CONFIGURATION(S)

Payee

Debit/credit

Void indicator

Void date

Payee address 1

Payee address 2

Payee address 3

Payee address 4

Stop indicator

54

Col #

Col #

Col #

Col #

Col #

Col #

Col #

Col #

Col #

Cancel

© 2024 CommerceWest Bank
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Fixed Position:
1. Enter a name for this upload format.
2. Choose your amount format.
3. Enter where each label starts and ends in your file. For example, if the item number is the first six characters in
your file, the beginning number would be 1 and the end would be 6.
Click Review and then Save. Click Done.

< Create fixed position template Debit/credit Begin End ?
Template name Template name
D7eD Void indicator Begin End >
Amount format () No format validation >
Void date Begin End >
Label position
Enter where the label position begins and ends in your file. Leave columns you're not using blank
LABEL BEGIN END CONFIGURATION(S) Payee address 1 Begin End
Item number
Required Begin End
Payee address 2 Begin End
Item Amount
Required Begin End
Payee address 3 Begin End
Account number Begin End
Payee address 4 Begin End
Account type Begin End s
Stop indicator Begin End 4
Issue date Begin End ?
Cancel
Payee .
Max 35 characters Begin End

Your upload template will be listed under the Manage Templates page and can be edited or deleted at any time.

Click the + to add more template if necessary.

Manage templates

Payroll

Delimited
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Upload an Issued Items File

Step 1

Select Positive Pay from the navigation pane.
If you have multiple payment features activated, select the Payments menu first.

CoMMERCEWEST
A

Hi there!

o
8 Dashboard @ JohnDoe >

B3 Messages (5]
[® Accounts Accounts
2 Transfers ANALYSIS 0004 $1.50 BUS CHK 0001 $0.00 PER CHK 0003 $9.46

x1957 Available x0502 Available x3655 Available

&, Remote deposits View all

[§] Payments -~ Z E .}1 @] [5

Bill pay Transfer Payabill Pay a person Message Documents

Fraud Prevention Services

Positive pay Transactions Q. Messages soe

ACH TRANSFER TO SAVINGS ACCT NO. XXXX8543-S $1.25 £ Online Banking Training Video: Positive Pay 120 PM
Nov8 $0.00 Dear Valued Clients, We are happy to share that a video tutorial is now avail...
Wires Online Banking Training Video: Bill Pay Yesterday
:RA?SFER BUS/CHK0001 TO RER CHK'0004. $0.50 = Dear Valued Clients, For those that do online bill payments, we are happy to ...

ov € $1.25
Cash management £  Online Banking Training Video: Creating ACH Yesterday
BANNO X COMMERCEWEST WEB JOHN DOE +$0.25 Dear Valued Clients, For those that originate ACH, we are happy to share tha...

Q Insights v Ll $1.75

See more

TRANSFER FROM DDA ACCT NO. XXXX1550 +$1.00

® Support Nov8 $1.50
TRANSFER PER CHK 0004 TO BUS CHK 0001 +$0.50 Bill pay Lot

Nov 8 $0.50

My profi
bt : 5] A

Step 2
Click + Add checks.

Positive pay

Check entries <+ Add checks

[5 ArpManualEntry_JDOE_241204.txt PER CHK 0003 Just uploaded
Successful Work check exceptions

@ Work ACH exceptions

Settings

Manage templates
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Step 3

Choose your upload format template.
1. Select the account the checks were written against.
2. Browse for your issued items file.
3. Click Submit.

£ Add checks
[ Add your checks manually >
o Select template Default template ,
Delimited
o Choose associated account © PER CHK 0003
x3655
o Upload file () Default template formatting guide
e 1
H B arp3csv | @ H
H 1

After submission, please allow time for processing

Step 4

Your uploaded file will appear on the Positive Pay dashboard in a Pending status. Click Review & approve.

Positive pay

Check entries

B arp3.csv PER CHK 0003 Review & approve >
Pending
E‘ ArpManualEntry_JDOE_241204.txt PER CHK 0002 5 mins ago
Successful
Business Digital Banking 57 © 2024 CommerceWest Bank
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Step 5

Review the details and click Approve.
Review the confirmation and click Done.

Review checks

File upload summary

File name arp3.csv
Total items 3

Total amount  $1.42

DATE PAYEE/AMOUNT CHECK #
= $0.25 00000000457
27 Vendor 1
ocT $0.30
00000000458
28 Vendor 2
oo $0.87
29 vendor3 00000000459

If any modifications are needed, cancel this upload and resubmit with corrected issued item(s).

Step 6

The issued items file status will now show Successful.

Positive pay

Check entries
B arp3.csv PER CHK 0003 Just uploaded
Successful
B ArpManualEntry_JDOE_241204.txt PER CHK 0003 5 mins ago
Successful
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Step 1

Select Positive Pay from the navigation pane.

CoMMERCEWEST

B A NEK

If you have multiple payment features activated, select the Payments menu first.

COMMERCEWEST
B A Wk

Hi there!

[=]
5 Dashboard @ JohnDoe >

3 Messages (5]

[ Accounts Accounts
2 Transfers

&, Remote deposits

[§] Payments ~

2B &

Pay a bill

Bill pay Transfer Pay a person

Fraud Prevention Services

Positive pay

ACH TRANSFER TO SAVINGS ACCT NO. XXXX8543-S
Nov &

Transactions

Wires TRANSFER BUS CHK 0001 TO PER CHK 0004
Nov 8

Cash management

BANNO X COMMERCEWEST WEB JOHN DOE
Nov 8

Q Insights v
TRANSFER FROM DDA ACCT NO. XXXX1550
® Support Nov8
TRANSFER PER CHK 0004 TO BUS CHK 0001
Nov &
My profile “
[ John Doe

ANALYSIS 0004 $1.50
x1957 Available

BUS CHK 0001
x0502

B

Documents

$1.25
$0.00

$0.50
$1.25

+$0.25
$1.75

+$1.00
$1.50

+$0.50
$0.50

$0.00 PER CHK 0003 $9.46

Available %3655 Available

View all

Messages

£ Online Banking Training Video: Positive Pay 1:20 PM
Dear Valued Clients, We are happy to share that a video tutorial is now avail...

£  Online Banking Training Video: Bill Pay Yesterday
Dear Valued Clients, For those that do online bill payments, we are happy to ..

4 Online Banking Training Video: Creating ACH Yesterday
Dear Valued Clients, For those that originate ACH, we are happy to share tha...

See more

Bill pay o

5] 2

Step 2

Click Work check exceptions.

Positive pay

Check entries

B arp3.csv PER CHK 0003
Successful

CHK 0003

B ArpManualEntry_JDOE_241204.txt PE
Successful

Business
User Guide

Digital Banking

-+ Add checks

Just upl d
= Work check exceptions (4]
5 mins ago
@ Work ACH exceptions
Settings
Manage templates
59
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Step 3

Review your exception(s). Click the check number to see additional details. Check the box to Pay the item or leave the
box unchecked to return. Click Submit when done.

Account: Business Base (x2355)

(D select any check exceptions you would like to pay. Exceptions not decisioned will have the default decision applied after cutoff
PAY PAYEE/AMOUNT CHECK #/REASON
$3.00 = 0000001703
$4.00
[P ]
$5.00 = 0000001105
Returning 1 Paying 2
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User Guide Last Revised December 2024



CoMMERCEWEST

Digital Banking User Guide

B A NEK

Bill Pay

Use this feature to pay a business or a person from one of your accounts.

Enroll in Bill Pay

You must first enroll in Bill Pay before you can send Payments. Select Bill Pay from the navigation pane.
If you have multiple payment features activated, select the Payments menu first. Click Enroll.

COMMERCEWEST
.
. Hi there!
8 Dashboard B oripacl .
B3 Messages
[® Accounts Accounts

< Transfers
&, Remote deposits

[§] Payments

ANALYSIS 0004 $1.50 BUS CHK 0001 $0.00 PER CHK 0003 $9.46
x1957 Available x0502 Available %3655 Available

View all

e [8] A b
2 @
Bill pay Transfer Pay a bill Pay a person Message Documents

Add a Payee

Step 1

Select Bill Pay from the navigation pane.
If you have multiple payment features activated, select the Payments menu first. Click + New payee and
select Company.

i A

Person

Pay a bill Pay a person Manage payments

We couldn't find any payments or,

November 2024 (>

SUN MON TUE WED  THUR FRI SAT

6 28 29 30
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Step 2

Complete the required fields and click Submit.
You may be prompted to enter your password in order to
authenticate.

< Add a bill

Payee name

Payee nickname (optional)

Phone number

Account number

Name on bill (optional)

Payee address

Street line 1

Street line 2 (optional)

City State Zip

Edit or Delete a Payee
Step 1
Navigate to the Bill Pay page and select the Payees tab.

Payments + New payee

History Payees

Q. Search payees “

TYPE PAYEE METHOD

@ ABC Electric x6789 Check >
Business Digital Banking 62 © 2024 CommerceWest Bank
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Step 2

Select the payee and click Edit. You may be prompted to enter your ' Details x

password to authenticate.
ABC Electric Edit »

ABC ELECTRIC
23 MAIN ST
JOPLIN, MO 64804

Check payment

Ry Call (417) 736-3565

Make a payment

Payment history

We couldn't find any matching payments

Step 3

Modify the payee’s information or click the trash can icon to delete.

< Edit payee o}

r~ Payee name
ABC ELECTRIC

Payee nickname (optional

ABC Electric

Phone
(417) 736-3565

ber
Account number
x6789

Name on bill (optiona

Ima Test

Payee address

Street line 1
123 MAIN ST
Street line 2 (optional)

City State

JOPLIN MO 64804

Default pay from account

BANNO TEST ACCT 1

you have more than one account with bill pay enabled, you may select a different account to use
with this paye
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Pay a Bill or Person

Step 1
Select Pay a Bill or Pay a Person from the Dashboard or the Bill pay page.

COMMEETEFWEST
.
B Hi there!
8 Dashboard e o ‘
B3 Messages (5]
[® Accounts Accounts

ANALYSIS 0004 $1.50 BUS CHK 0001 $0.00 PER CHK 0003 $9.46

2 Transfers
x1957 Available x0502 Available 3655 Available

Remote deposits

[«

View all

[§] Payments ~

2 A B
2 )
Bill pay Transfer Pay a bill Payaperson Message Documents

Step 2 ¢ Pay a bill

Select the payee to send a payment to. Single  Multple
Q Search payees o
ABC Electric x6789 ,
Check, Last paid: Never
-+ Add another bill
Step 3
Select the account to pay from and enter the amount. Click p Payment
More options to set a recurring frequency or schedule for a
. . ACCT1 |
later date. Click Submit. From x1650
Amount ] 1.00
Mare options
Sends tomorrow by check, arrives by Sep 12
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v The Dif

Edit or Delete a Payment

Step 1
Navigate to the Bill pay card on the Dashboard or to the Bill pay page and select the payment to edit or delete. Click
Edit.
Bill pay
Pay a bill Pay a person Manage payments
(Y ABC Electric x6789 $1.00
Scheduled for Sep 30
(Y XYZ Plumbing x6789 $1.00
Scheduled for Sep 30
See more
Step 2
Modify the details or click the trash can icon to delete.
Edit payment
< ABC Electric @
From A(E?IL ’
Amount § 1.00
Sep 30 |
Sends Arrives by Oct 4 ’
Notes Add memo or comment >
Payment will be made by check
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Administration

Create a New User

Step 1

Click your profile and select Business management.

COMMERCEWEST
ANk

9 Dashboard

B9 Messages
[@ Accounts Accounts
2 Transfers :\::/LYSIS 0004 A-so,so BUS CHK 0001 so:oo PTER CHK 0003 -§9:46
) vailable 0502 Available 3655 Available
Y, Remote deposits
= P View all
Payments
: e A B
e}
Cash management Transfer Pay a bill Pay a person Message Documents
Q Insights
@ Support Transactions Q. e Messages -
WIRE TRANSFER CREDIT COMMONWEALTH LAND TITLECO A...  +§1.00 £ Online Banking Training Videos Available on Qur We Yesterday
Dec 5, ANALYSIS 0004 Dear Valued Clients, We are excited to announce that our latest Online Banki...
BALANCE $30.21 4 Online Banking Training Video: Positive Pay Wednesday

Dear Valued Clients, We are happy to share that a video tutorial is now avail...
Nov 29, PER MMA 0002

Personal settings

®

A  Online Banking Training Video: Bill Pay Tuesday
BALANCE $30.21 Dear Valued Clients, For those that do online bill payments, we are happy to ...
Business management Nov:29, PER CHK.0003
See more
< SERVICE $30.21
&R Account settings Nov 29, PER MMA 0002
«J] signout X SERVICE $30.21 Bill pay
Nov 29, PER CHK 0003 5
My profile £
v
[E John Doe @ R
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Step 2

Click + Create user.

CoMMERCEWEST
Eawk

08 Dashboard

PERSONAL User management
E9 Messages

@ Profile Q. joh
[® Accounts

@ security NAME ROLE STATUS
2
2 Transfers

[ Useralerts ) JOHN DOE )
N § . doetest Admin ' Active
o, Remote deposits Bl user agreement '
[s] Payments ~

BUSINESS MANAGEMENT

Cash management
Profile
Q Insights ~
A, User management
@ Support
@® Activity
ACCOUNTS
CommerceWest Bank
+ Add account
alances from anather
on
My profile ?
& John Doe ~ 2024 CommerceWest Bank - Privacypolicy + Member FDIC + €21 Equal Housing Lende
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Step 3

Enter the user’s First name, Last name, Email address, and choose their User role.
e User: can have customized permissions and account access but cannot manage other users.
e Viewer: View only access on specified accounts.

e Admin: can have customized permissions and account access as well as user management.

Click Create user.
You may be asked to authenticate with your password

CoMMERCEWEST

Create user

[8 Dashboard

B4 Messages First name
[@ Accounts
Last name
2 Transfers
0/20
&, Remote deposits
Email
[s] Payments ~ 0/80
~ User role
Cash management User .
Q msights v
Viewer
(? Support Admin
My profile ?
[ John Doe ~ © 2024 CommerceWest Bank - Privacy policy - Member FDIC - ) Equal Housing Lender
Business Digital Banking 68 © 2024 CommerceWest Bank

User Guide Last Revised December 2024



B A NK

Digital Banking User Guide CoMMERCEWEST

Step 4

Click the Enable accounts arrow and choose the account(s) the user should have access to. Click Enable accounts to
continue.

< Enable accounts

p JaneDoe

Role: User

(© Pending

Enable accounts
2 accounts >
Users must have access to at least one account.

Enable accounts

Step 5

Review your confirmation and choose from the following
options:

1. Click Send email invite to send the user a link to
set up their login credentials without modifying
permissions further.

Permissions and account access can
be modified in the user’s profile at a later time if Success!
necessary.

2. Select Edit permissions to modify entitlements
and account access prior to sending the email

B You successfully created an account.

L JD  Jane Doe
invite.
3. Click Done to send the invite and edit
.. . Send Jane Doe an email invitation to accept
permissions at a later time. their account and create credentials.
Edit permissions
Done
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Step 6

If Edit permissions was selected:

1.

ok wnN

Click set permissions to modify global entitlements for the user.

Toggle on an account to give the user access.

Select an account to adjust the global permissions at the account level is necessary.
Activate additional services if applicable

Select Invite to send the user an email to set up their login credentials.

Click the arrow to return to the Business Management page.

Please see the Editing or Deleting a User section in this document for more information on permissions

CoMMERCEWEST
Ak
sans < User management
08 Dashboard
= Messages ® Jane Doe's account is pending. Invite them to complete set-up of their account.
[® Accounts
- Permissions
< Transfers
. Set Jane Doe's user permissions and adjust account level permissions as needed
&, Remote deposits
1
Payments ~.
@ Jane Doe
Q. Search accounts Ay
Cash management ® User ® Pending
. ACCOUN ACCESS
Q Insights v Email
janedoe@testco.com ANALYSIS 0004 2 N 3
@ Support XXX1957
BUS CHK 0001
Additional services 4 © XXX0502 ‘) %
PER CHK 0003 5
XXX3655
Accept online payments Seamore
Use Autobooks to get paid T
Cash management
Fraud Prevention
Services ”?
My profile ~ Alkami ACH Alert SSO
& John Doe
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Step 7

The new user will appear as Pending on the Business Management page. Their status will change to Active once they set

up their credentials.

You can modify permissions, account access, or manage the invite at any time by clicking the user’s name.

CoMMERCEWEST

[8 Dashboard

PERSONAL User management
E4 Messages
® Profile Q doe
[@ Accounts
@ Security NAME
2 Transfers
« Q User alerts
Jane Doe
v )
&, Remote deposits [ user agreement
[s] Payments ~ JOHN DOE
jdoetest
BUSINESS MANAGEMENT
Cash management
Profile
Q Insights ~
A, User management
(? Support
@ Activity
ACCOUNTS
= CommerceWest Bank
-+ Add account
I
View balances from another
institution
My profile
[ John Doe - ® 2024 CommerceWest Bank - Privacy policy - Member FDIC -
Business Digital Banking 71
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+ Create user

® by

ROLE STATUS
User (© Pending
Admin + Active

3 Equal Housing Lender
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Editing or Deleting a User

Step 1

Click your profile and select Business management.

CoMMERCEWEST
.
] ) Hi there!
B[S asboan [ JohnDoe > .
B4 Messages
[@ Accounts Accounts
Z  Transfers f;b;ls-\:.YSB 0004 A~so.su gus CHK 0001 $0.00 PER CHK 0003 -$9.46
vailable %0502 Available %3655 Available
N mot i
«, Remote deposits T
Payments
. e A B
e/
Cash management Transfer Pay a bill Pay a person Message Documents
Q Insights
® Support Transactions Qe Messages o
WIRE TRANSFER CREDIT COMMONWEALTH LAND TITLE CO A...  +§1.00 £ Online Banking Training Videos Available on Our We ~ Yesterday

Dec 5, ANALYSIS 0004 Dear Valued Clients, We are excited to announce that our latest Online Banki...
£  Online Banking Training Video: Positive Pay Wednesday

BALANCE $30.21 Dear Valued Clients, We are happy to share that a video tutorial is now avail...

Nov 29, PER MMA 0002

®

Personal settings

A Online Banking Training Video: Bill Pay Tuesday
BALANCE $30.21 Dear Valued Clients, For those that do online bill payments, we are happy to ...
Business management Nov 29, PER CHK 0003
See more
&% Account settings SERY'CE o $30.21
Nov 29, PER MMA 0002
«] signout ) SERVICE $30.21 Bill pay
Nov 29, PER CHK 0003 Py
My profile ?
B Jontor A
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Step 2

Select the user you’d like to edit.

e

]

CoMMERCEWEST

Dashbeard

PERSONAL User management + Create user
Messages

® Profile doe ® =
Accounts

Q@ security NAME ROLE STATUS
Transfers

[\ useralerts

Jane Doe User (© Pending

Remote deposits B useragreement

Payments ~ J‘ﬁ;l{DOE Admin + Active

BUSINESS MANAGEMENT

Cash management
Profile
Q Insights ~
A, User management
@ Support
(© Activity
ACCOUNTS
CommerceWest Bank
+ Add account
[
View balances from another
institution
My profile ?
[ John Doe ~ 024 CommerceWest Bank - Privacy policy - Member FDIC - (2 Equal Housing Lender
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Step 3

1. Select the ellipsis icon.
a. Click Edit user to change the users name, role, or email address.
b. Select Hold account access to temporarily prevent them from logging in.
c. Click Send password reset link to email them a link.
d. Select Delete user to remove their access permanently.

& Edit user

@ H0|d account access
Jane Doe

-««+ Send password reset link
@ User ( Pending

[i] Delete user
Email

i e L L e e e R

janedoe@testco.com

2. Click Set permissions to modify global entitlements.
Options may vary depending on your company’s setup.

Permissions

Set Test Pontiac's user permissions and adjust account leve permissions as needed
Set permissions 2
LI 3 F -
1l =g O
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Vii.

viii.

Xi.
Xii.

b. Bill Pay
i.

Enable: Activates this feature for the user.
View ACH: Must be enabled to edit any other ACH permission.
Daily ACH limit: Maximum amount the user can initiate per day.
Initiate ACH: Allows user to transmit ACH payments to the bank.
Initiate same day ACH: Allows user to transmit same day ACH payments to the bank.
Full ACH Control: Allows a user to initiate an ACH payment that they have created. If this is not
activated, the user cannot initiate a payment they created. A second user must initiate it.
Edit/Delete ACH Control:

1. Full edit/create: Allows the user to edit everything within a payment.

2. Partial Edit: User can only change the dollar amount of a transaction, debit or credit

indicator, add a prenote, or hold the transaction.

3. None: User cannot Edit an ACH payment.
Recurring ACH: Allows the user to set a recurring frequency for a payment.
Upload ACH file: Allows the user to upload a NACHA formatted file.
Restricted batch access: User can view payments that have been flagged as restricted.
Import recipients: User can import a file containing recipient data to create a payment.
Batch delete: User can delete an ACH payment.

Permissions

1
A, 'ACH ®

Enable

Hide options

View ACH

Must be enabled to edit any other ACH
permissior

Daily ACH limit

$0.00

Initiate ACH (D Full ACH control (0

Initiate same day ACH (O

Edit/Create ACH Control
Recurring ACH Import recipients
Upload ACH file

Batch delete

Restricted batch access

Enable: Activates this feature for the user.

c. Card Management

Enable: Activates this feature for the user.

d. Positive Pay

Business
User Guide

Digital Banking

Enable: Activates this feature for the user.
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ii. Upload Positive Pay: Allows user to upload an issued items check file to the bank.
iii. Work Positive Pay: Allows user to pay or return issued item check exceptions.
iv. Download Positive Pay: Not applicable.
v. Work ACH Exceptions: User can pay or return ACH exceptions items.
e. Stop Payments
i. Enable: Activates this feature for the user.
ii. View Stop Payment: User can only see existing stop payments.
iii. Add stop payment: User can create a stop payment.

[§] BillPay
Enable [ @)
@ Card management

Enable ‘)

(® Positive Pay [0)

Enable m

Hide options

Upload Positive Pay Download Positive Pay

Work Positive Pay Work ACH Exceptions

Eg Stop payments 0]
Enable [ @)

Hide options

View stop payment @D  Addstoppayment [ @)

f.  Transfers
i. Enable: Activates this feature for a user.
ii. Transfer limit: Maximum amount a user can transfer per day.

2 Transfers ®

Enable [ @]

Hide options

Transfer limit

$ 999,999,999.00

Allow transfers © [ @)

User management

Enable [ @)
g. User Management: Allows user to create, modify, and delete other users.
h. Wires
i. Enable: Activates this feature for a user
ii. Create wire templates: Allows user to set up a wire that can be reused
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iii. Edit wire templates: Allows user to modify reusable wires
iv. Create one-time wires: Allows user to set up a single use wire
v. Edit one-time wires: Allows user to modify single use wires
vi. Per wire limit: Amount the user can transmit per wire
vii. Transmit wires: Allows user to send wires to the bank for processing
viii. Full wire control: Allows user to transmit wires they have created. If this is deactivated, a

second user will have to transmit the wire.

Click the back arrow once done.

3. Toggle on the switch to activate an account for a user.
4. Select an account to modify the global permissions on a per account basis.

ACCOUNT ACCESS

1083686
3 @4

XXN3686

1007890
XXX /890

1009672
XKX9672

See more

5. For users who have not yet logged in, click Invite to send them the enrollment email. They will receive an email
with a link to establish their credentials.
6. Click the back arrow to return to the Business Management page.
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Unlock a Locked User

Step 1

Click your profile and select Business management.

CoMMERCEWEST
Hi there!
H
[z}
3 Dashboard & JohriDos 3 .

B4 Messages

[® Accounts Accounts

2 Transfers ANALYSIS 0004 -$0.50 BUS CHK 0001 $0.00 PER CHK 0003 -$9.46

x1957 Available X0502 Available x3655 Available

N m i

«, Remote deposits viewal

[s] Payments

H
e I

Cash management Transfer Pay a bill Message Documents

Q Insights

® support Transactions Qe Messages v
WIRE TRANSFER CREDIT COMMONWEALTH LAND TITLE CO A...  +§1.00 £ Online Banking Training Videos Available on Our We ~ Yesterday
Dec 5, ANALYSIS Dear Valued Clients, We are excited to announce that our latest Online Banki...
Dec 5, ANALYSIS 0004

Online Banking Training Video: Positive Pay Wednesday

BALANCE $30.21 = Dear Valued Clients, We are happy to share that a video tutorial is now avail...
Nov 29, PER MMA 0002

® Personal settings A Online Banking Training Video: Bill Pay Tuesday
BALANCE $30.21 Dear Valued Clients, For those that do online bill payments, we are happy to ...

Business management Nov 29, PER CHK 0003

See more
" SERVICE

&% Account settings : . $30.21
Nov 29, PER MMA 0002

«] signout SERVICE $30.21 Bill pay
Nav 29, PER CHK 0003

My profile r_
@ John Doe @ ;l‘

Step 2

Select the locked user.

CoMMERCEWEST

08 Dashboard
PERSONAL User management + Create user
EA Messages
@ Profile doe
[ Accounts
@ Security NAME ROLE STATUS
2 Transfers
“ ) useralerts
= Jane Doe
. janedos User (1 Locked
o, Remote deposits E] Useragreement
Payments
4 ,JOHN DOE Admin ' Active
BUSINESS MANAGEMENT jdostest
Cash management
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Step 3

Click Unlock and review the confirmation.
You can email the user a link to reset their password if they continue to have trouble. Otherwise, click I'm
Done.

< User management

Jane Doe

¥ Jane Doe's account access is locked due to multiple incorrect login attempts. Unlock

User successfully unlocked

Account status: Active

Unlocking Jane Doe's account did not affect their password. They can reset it by
clicking the Forgot password link on the login screen, or you can send a password
reset link.

I'm done Send password reset link

Business Digital Banking 79 © 2024 CommerceWest Bank
User Guide Last Revised December 2024



Digital Banking User Guide COMMERCEWEST

B A NEK

Reset a User’s Password

Step 1

Click your profile and select Business management.

CoMMERCEWEST
Hi there!
H
[z}
5 Dashboard & JohriDos 3 .
B4 Messages
[@ Accounts Accounts
2 Transfers gb;:\:_YSls 0004 A-‘so.su Pus CHK 0001 $0.00 PER CHK 0003 -$9.46
vailable x0502 Available %3655 Available
N m i
«, Remote deposits viewal
Payments
@ e A )
&
Cash management Transfer Pay a bill Pay a person Message Documents
Q Insights
® support Transactions Qe Messages v
WIRE TRANSFER CREDIT COMMONWEALTH LAND TITLE CO A...  +§1.00 £ Online Banking Training Videos Available on Our We ~ Yesterday
D AN AIVEIS: Dear Valued Clients, We are excited to announce that our latest Online Banki...
Dec 5, ANALYSIS 0004
BALANCE $30.21 £  Online Banking Training Video: Positive Pay Wednesday

Dear Valued Clients, We are happy to share that a video tutorial is now avail...
Nov 29, PER MMA 0002

®

Personal settings

A Online Banking Training Video: Bill Pay Tuesday
BALANCE $30.21 Dear Valued Clients, For those that do online bill payments, we are happy to ...
Business management Nov 29, PER CHK 0003
See more
SERVICE $30.21

%  Account settings ) 100
Nov 29, PER MMA 0002

«] signout ) SERVICE $30.21 Bill pay
Nov 29, PER CHK 0003

M il
B oo v [5] 2N

Step 2

Select the user to reset.

CoMMERCEWEST

08 Dashboard

PERSONAL User management + Create user
EA Messages

@ Profile Q  dos ® =
[B Accounts

@ Security NAME ROLE STATUS
2 Transfers
< L1 Useralerts

N Jane Doe User (© Pending
&, Remote deposits B user agreement
Payments ~ <JOHN DOE Admin ' Active

jdoetest

BUSINESS MANAGEMENT

[E]__Cash mananament
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Step 3

Click the ellipsis icon and choose Send password reset link to email the user.

Business
User Guide

Digital Banking

& Edit user
@ Hold account access
.=+« Send password reset link

[i] Delete user

] G TR TIN S SIS R IR LRV
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