EIIE CNLBank.

Online Banking Service

COMMERCIAL QUICK REFERENCE GUIDE

SIMPLE STEPS FOR USING ONLINE BANKING
1. Login: Visit www.cnlbank.com to enter your Login ID and Password to login to Online Banking.

Logn ID:  [a924261

Password: || T

Login | Help

r Forgot Password?

™11 am a First Time User

First Time Users:

First time users will enter their Login ID, leave the password field blank, select “I am a First Time
User” and click “Login.” A screen will display asking you to select a method to receive your secure
access code. Select either email or a phone number and within a few seconds, you will receive the
secure access code. Enter this number in the “Secure Access Code” field, and click on the “Continue”
button. You will now be prompted to create a new password. Type in the new password, confirm the
password, and click “Submit Password Change.” You have completed the first stage of the sign on
process and the password you created is now your permanent password.

NEW FEATURE — Secure Access Code: a temporary code delivered via a secure email address or
phone number that allows you to login to Online Banking the first time, register your computer, or
login if you forget your password.

Enter Delivered Secure Access Code

You have requested a Secure Access Code, It should arrive shortly, If you do not see it inyour Inbox, check your Junk Mail folder, Once you receive you
Secyre Access Code, enter it below, Secure Access Codes are only walid for a limited time,

If wou close this brovwser, you will need to request a new Secure &ccess Code,

Secure Access Code ™ |

Continue Help

Enhanced Security Feature:

The second time you login, you will be prompted to request another Secure Access code. This
additional security feature places a secure access token on the computer to enable device recognition
and authentication of the computer. You will not need to request another secure access code unless
you sign in from a different computer or browser or if the secure access token placed on the computer
is deleted.

Forgotten Password:

If you forget your password, enter your Login ID, leave the password field blank, select “Forgot
Password?” and click “Login.” You will be prompted to receive a Secure Access Code to gain access to
Online Banking. Once you are logged in, you will be prompted to reset your password.
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2. Getting Around: Quickly navigate to other pages using the left-hand, vertical tool bar or placing
your cursor over the Quick Action Link which is the blue, right arrow icons to the right of each
account’s current balance. Click the links along the top, blue toolbar to return to CNLBank.com,
access information about office locations, or Log Out. Use the right-hand scroll bar to see more
accounts than can be displayed on the page at one time. The blue message on the upper, right-hand
corner indicates whether any secure messages from the Bank are available to read. Lastly, frequently
asked questions and answers are available on all screens by clicking on each page’s “Help” button.

3. Accounts>Overview: The first Online Banking screen gives a quick overview of all checking, savings
and loan accounts on Online Banking and their available and current balance.

Account Overview L) You have 0 new messages

This page provides an overview of your accounts by account type. Click on the Account Mame to view history for a
selected account.

= Checking
Account Ipdated Available Balance Current Balance
My account 11/4/2009
S 11:34 AM £245.41 $245.40 =
= |
NEW FEATURE: The Quick Action Link is a blue, right arrow icon My account
that allows you to quickly get information or perform functions on a e
particular account within a few clicks. Place your curser over the icon ? ::mf:t D:ta'la
to choose action items such as View History, Account Details, or B | Toanater To
Transfer to or from. o
L@ Print
|

4. Accounts>History: Choose an account in the drop down menu to display transaction history or
export transactions in Excel, CSV, Quicken, or QuickBooks format, and click “Submit.” Either one
year or 3,000 transactions are available per account in history.

If you have selected to export transactions to Quicken or QuickBooks and have the version of either of
these programs greater than 2009, it will automatically import the history into Quicken or
QuickBooks for you.

Account History For My account - x00x9907 .
This page provides a list of transaction items for your individual accounts. Choose an account from the drop-down Search for a Transaction:

list to view the detailed history for that account. « ’
The “Search” drop down menu

Aecountetalk =1 ickl h f
Available Balance 5245.41 Last Deposit Amaunt 5100.00 allows You to qulc Y searc or
Current Balance £245.40 Last Deposit Date 5/18/2008 certain types of transactions, such

as specific checks or ranges of
checks, dates, amounts, or a free
form description field (i.e., a
company that debits you). Click
the green “Submit” button after
choosing your search criteria. You

%~ Search

E Pending (1 Transaction) =
Sorted By: Post Date MNewest on top - Debit Credit  Balance
Transfer Deposit Transfer Deposit S0.01 245,41

10/05/2005

= Posted (22 Transactions)

Sorted By: Post Date Newest on top F Debit Credit  Balance can dlsplay or eXPOI't YOUI' SearCh

CHECK PYMT, WFNNB CREDITCARD ACH Debit ID: 107 26,11 & 245,40 results.

09/22/2009 (Check #107)
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View or Print Images:

Images of checks that have been paid or deposit slips and checks that have been deposited can be
viewed by clicking on the magnifying glass, note, or clock icons to the left of the transaction. The
images can be viewed, printed, or saved. Note: Right click or click the Control and P key if your browser
does not have a print icon.

5. Accounts>Online Activity: This report shows all transactions excluding Bill Pay created on Online
Banking, such as transfers, change of address requests and stop payment requests as well as their status
of approved, drafted or processed. Drafted transactions are those that have been created but are
waiting for approval before being executed. Click the Quick Action Link (blue arrow icon) for more
information such as who drafted and/or approved a transaction or to approve or cancel a transaction
that has not yet been processed. Note: The Online Banking system is real-time so all transfers happen
immediately. You can only cancel transfers scheduled for future dates and recurring transfers.

Online Activity

This page contains transactions that you have submitted online, This page is also used to approve or cancel any
pending transactions, Transactions may be grouped to help you more easily locate them,

% Search + | Transaction Status: M % Submit
| . . .1 | | 1
e . B Group By || & @

B

= statws: Authorized -

Status Description f Amount f Account [ Dates f Details Tracking ID = | User

@ Authorized Payroll
£300.00 from XXXX0027
Created: 6/8/2009 To Be Processed: &/8/2009

Tony L ee

12231 John Cwner

6. NEW FEATURE - Accounts>Statements: Choose account, year, and cycle to access pdf-formatted
statement copies that can be printed or saved. Up to four years of statements are available online.

7. Transactions>Transfer Funds: Transfer funds between your CNLBank accounts on Online
Banking. Select accounts on the drop down menus for “From Account” and “To Account.” Transfers
can be processed immediately or set up to recur weekly, monthly, or other frequencies by clicking the
square icon to the right of “Enter Payment Frequency.” Complete the description field to have the
description appear on Online Banking and the bank statement. After clicking “Continue” and “Ok,”
select “Approve” to process the transfer.

Transfer Funds

Initiate a one-time or recurring funds transfer between two of your CHLBank accounts.
Enter Transfer Information

Enter your transfer values using the fields below,

From Account * |My account : §245.41

=
ToAccount®  [HSA: §777.02 =l
Transfer Date * =

11/4/2009

Amaunt * |s100.00

Description |Fund HSA

[ Enter Payment Frequency 1

Continue | Help |
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8. Transactions>Bill Pay: Click here to access CheckFree’s Bill Pay Service to view electronic bills
from available billers, see when payments are due, view past payments, and schedule new payments.
Under Features, click on the icon for “e-Sign Up” to sign up for electronic billing and “e-Due” to
make payments. If you use this service, allow at least three business days for your bill payment to be
processed once you’ve submitted the payment. CheckFree can choose several methods in submitting
the payment to the payee including a mailed, physical check or an electronic ACH transaction.

Online Bill Pay

Help | Sign Qut

[EETEETEETT Add A Bill [ Bil History | Manage My Bills | My Accounts [ My Profile

\Welcome John B Customer
ITuesday, September 09, 2008
\View new messages from Customer Service

Payment Center

. ;
pay From l__|a54321 = Available Balance: $3,032.70 VleW_ C"Ck_ Done_

Preferred Account

E-Bills.The easiest way

Features ‘ Biller Name ‘ Amount ‘ Pay Date to pay your bills e
" >>

ABC Morgage
B = R
an Matural Gas
— 8 i
First\isa You can setup reminders to help you track
- 3 @ when your bills are due. We alert you of any
Mational Power Company electronic bills youve setup too
i g i
n Set Up Bill Pay Reminders
er= stern Aute Finance
- 5 &
s Lawn Care
e 5 &

Bill Reminders =O@

— Pending Payments o @
Kelly Thomas
SI | @ Biller Name | Amount | Pay Date
Make Payments !‘ig}\:nna\ Power Company 511576  10/23
Change Cancel

9. Transactions>Recurring: This option gives you the ability to view recurring transfers that you have
set up, approve a drafted recurring transfer, and cancel an existing recurring transfer.

10. Treasury Management>Recipients: To streamline payments and save time, you can create
“Recipients” which are individuals or companies that you send payments to and want to save their
information. Through this tab, you can create, view, and delete domestic or international recipients.

Edit Recipient
Complete and submit this form to create a new recipient. In the Manage Payments' section below, you can then
create different payment types and templates for this recipient.

Recipient Information Manage Payments

Enter information for this redpient. This section lists the payments for this recipient.

Mame * ISample & Add Payment [ =

Display Mame * ISampIe Smith I

- L ,
0 To create a payment, click ‘'Add Payment

Street 1 |101 Main Street

Street 2 |

City |Orlandn

State | Florida =]

Postal Code |32804-

E-Mail Issmiﬁﬂ@\;ahoo.com

¥ send E-Mail Notifications

Submit Help
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Once you have added a
recipient’s name and
address, click the “Add
Payment” button to choose
the type of payment and save
the recipient’s bank account
information for future
payments. Note: Commercial
customers with more than one
user should add the new
recipient payment template to
other users that will need
access. Add the template by

Add New Payment for Recipient Sample
Complete and submit this form to make a payroll payment.

Payment Information
Select the payment type and enter the payment

amount. template.
Payment Type | Wire Transfer ;I
Amount |210,000.00

Message to Beneficiary
II'vlonth‘,' Transfer

Payment Template
Select an existing template or create a new template
for this payment.

L& Existing Batch | ;l

© hew Batch |

ol Single Payment I

User Template Access
Select other users that can access this payment

Selectall | Clear all |

clicking on the users in the “User Template Access” box before clicking “Submit” to save the recipient.

11. Treasury Management>Wire Transfer and International Wire: Choose the wire transfer tab to
send domestic wires or the international wire tab to send international wires. Choose a recipient that
you have attached to a wire payment or create a free form recipient without creating a profile under
the “Recipients” tab. Wires can be processed immediately or set up to recur weekly, monthly, or on
other frequencies. To set up other frequencies, click the square icon to the right of “Enter Payment

Frequency,” complete the form, click “Continue” and then “OK.”

Recipient
Select a recipient fram your list,

Recipient |[N0 Recipient]

Beneficiary Information

provided below,

Enter ar modify the beneficiary infarmation in the fields

Payment Information

Enter the payment infarmation for this recipient in the fields
provided below,

Beneficiary Financial Institution

Enter or modify the beneficiany financial institution
information in the fields provided below.

Mame * |ABC Company Pay From * |test co ;I
Street1*  [101Main Street From Account* |x0ox5556 : $5.05 =l
Street 2 I Payment Date * | 4/28/2010 E
City* |arlando Amount* J51.00

State * | Florida ;I Description IPayment far ABC Inw, 101

Postal Code * |3‘2304_— Message to Beneficiany

E-Mail |name@abccompany.com I:Tment for Imvoice 101 ﬂ
¥ send E-Mail Notification 1 LI

Intermediary Financial Institution

If an intermediary financial institution will be used for this
payment, enter the information below.

To Account* |1DDDIJl [ use Intermediary Institution

Account Type * |Checking ;I I

Routing Mumber * IW I

Mame * IFirst Bank I

Street 1 |1Dl South Street I

Street 2 | |

City |orando | Flarida =1
State | Flotida =l —

Postal Code |3‘2801-—

Enter Payment Frequency ]

Continue |

Help |
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NEW FEATURE: You
can also send email
notifications to your
recipient when a
payment has been
processed by entering the
recipient’s email address
and clicking the “Send E-
Mail Notification” link
before clicking “Submit.”




Approving Wire Transfers:

Once a wire transfer has been originated or “Drafted” through Online Banking, another user from the
company must login, view the wire on the Online Activity tab, and “Approve” the wire before the
bank can process it. You can sort the transactions on the page by status to quickly see the drafted
items waiting for approval. By placing your mouse over the blue Quick Action Menu arrow, you will
be able to view, approve or cancel the transaction based on your wire transfer authority level. Note:
Wires must be drafted and approved on the same business day.

Online Activity
This page contains transactions that vou have submitted online. This page is also used to approve or cancel any
pending transactions. Transactions may be grouped to help you more easily locate them.

%v Search | Desaiption:  ([igsERE=REi=

17
@ View... | b Approve ‘ Cancel I.‘j Copy IGroup By

B Status: Drafted —
Status Description / Amount / Account f Dates f Details Tracking ID = | User

Ij Drafted  Funds Transfer
£5,000.00 from XXXX0003
Created: 2/3/2009 To Be Processed: 23,2009
=D Interest Oy

11698 John Owner

12. Treasury Services>Positive Pay: Customers who use Positive Pay can enter their secure login
information here to sign into Positive Pay and upload check information as well as view and make
decisions on suspicious check activity.

13. Services>Messages: Read or send secure messages to or from the Bank. To create a new message,
click the drop down menu and select “Create a new message” and click “Submit.” A box will pop-up
that simulates an email. Type your message in the blank box, attach a document if you wish, and click
“Send” to submit the message to the bank. Once the Bank replies to your message, you will see the
following on the overview screen the next time you login:

¢f) ¥ou have 1 new message

Retrieve messages by clicking the “You have 1 new message” link from the Overview screen or by
clicking “Messages” under the Services tab.

14. NEW FEATURE - Services>Address Change: Complete an online request to change the address
associated with your accounts. Once you select “Continue,” your address change will be submitted to

the Bank for processing.
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15. Services>Stop Payment: Make a request to stop  [Submit Transaction
The details of your transaction are displayed below, Select the dg
a check for payment. Choose an account from the bottom of this page. If you are unsure of your options, select HE
drop down menu, enter a reason why you want to e
stop the payment, and type the check number, payee [ ropove [ oot B concel 2
if known, amount, as well as the date the check was Tracking Number 10087
written. Once complete, click “Continue” and then Drafted By: Sh.l.ar.t Douglas
“Ok” to review the information just entered. A Create Date: 11/%/2009 12:01:03 PM
. . . « . .y Status: Drafted
preview will appear titled “Submit Transaction” to "
. h . «p » «Draft” Process Date: 11/4/2009
give you the option to PPprove, ratt, ) Account Number: W Se07
“Cancel,” or get “Help.” Note: Drafted transactions Amount: £100.00
have been created in Online Banking but are not sent Comments/Reason: Lost
to the bank for processing until they are “Approved.” Check Number: 101
Check Date: 11/4/2008
To place an ACH Stop Payment, contact your local Payee: sam smith

CNLBank office.
16. Services>Check Reorder: Click here to be directed to Deluxe.com to reorder checks.

17. NEW FEATURE - Preferences>Accounts: Users can customize how their accounts are presented
by changing display names and order of accounts throughout Online Banking. You can also change
the default number of transactions that appear online. Contact your local banker if you want the
account display name to be changed for all users of the company’s Online Banking setup. Note:
Changing the display name does not change the legal name of the account on the bank’s systems.

Best Practice:

Click on the headings such as Order, Account, Description, or
Display name to show an up or down arrow. Click the arrow to
automatically sort numerically or alphabetically. Complete the 10 South Checking
Order Field with the numbers of the order you want and click
“Submit Changes.” For many accounts, use a number or alpha

Display Mame i

|11 South MM

character in the Display Name to automatically sort accounts in |20 Downtown Checking
the order you wish (i.e., use a number before each Display Name
such as 10 South Checking, 20 Downtown Checking, etc.).

[21 Downtown MM

18. NEW FEATURE — ;3 P
Preferences>Alerts: Set up it
email alerts for various Complete the information below to create a new account-based alert.

Alert Criteria Notification Frequency

types of events such as an _— ) o ) R
Choose the criteriz that will trigger this alert.  Choose how often you wish to be notified.

account reaching a high or
low balance threshold, the

Account * |>:-:-:-:5556 j * Notify me on every occurrence

. Fiald * Avaikble Balance |  Notify me only on the first occurrence
last deposit, or year-to-date ! = A
Notification Preferences

interest. You have the Choose how you wish to be notified.

OptiOI’l to be nOtiﬁed Of the Amount * ISEDD'EID Type * ISend me an e-mail j
Current Value: $1.02

Trigger |Le55 than amount

alert either by email,
phone, or using the secure
messaging_ Note: If}/ou do 7 Enable this Alert 0K | Cancel | He||:| |
not receive the expected Alert email, check your junk email box.

E-Mail * [ssmith@yahoo.com
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19. Preferences>Subsidiaries: This tab can be used to set up subsidiary companies to the main
company name and information associated with the subsidiary. This information will be used when
selecting the subsidiary from the “Pay From” drop down menu on payment templates.

Best Practice:

ABC Company has a subsidiary company named Sunshine Consulting. If ABC Company wants to
have the Sunshine Consulting name appear on wire transfers to vendors, they can click “Add
Subsidiary,” complete the subsidiary’s information and “Wire Header” field, and click “OK.” When
creating wires, they can now select this subsidiary from the “Pay From” drop down menu.

20. Preferences>User: Customers will be able to update their Online Banking profile or contact
information here.

21. Preferences> Security: This option allows you to change your password or Login ID by clicking
on the appropriate tab, entering the new information and clicking “Submit.”

You can also set up a Phishing phrase to appear on the Login Page before you login to Online
Banking. This phrase is unique to you and will help you determine that you have reached the
authentic web address for Online Banking and not a fraudulent site. To add a Phishing Phrase, click
the Phishing Phrase tab, key the phrase you want in the field, and click “Submit My Phrase.” Next
time you login, you will see your Phishing Phrase and will need to click on it before you can login.

After you have registered your browser, you can also change or add contact email addresses and
phone numbers for delivery of Secure Access codes when you click “Forgot Password?” or login using

a computer that you have not registered.

22. Preferences>Bill Pay Accounts: Customers will be able to add accounts on Online Banking to Bill
Pay through this tab.

23. Log Out: Click the “Log out” button in the top, right corner of the screen to safely log out of
Online Banking.

If you have any questions, please contact your local CNLBank office.
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