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Welcome ® ©® @

Welcome to Berkshire Bank’s Business Solutions. With Business Solutions, you
may access your accounts 24 hours a day, seven days a week anywhere an internet
connection is available.

This guide is designed to help you navigate through our business internet banking
system. By utilizing features such as check imaging, transaction history and bill
payment, you’ll find you are able to reduce the amount of time spent managing your
finances.

We offer a refined set of online tools that can be customized to suit your business;
ensuring your cash balances are constantly working hard for you. Instant
transaction originations, customized reports, automatic balance alerts and fraud
control are just a few of the features that will give you an unprecedented level of
control, freedom and flexibility. Here are a few of the other features we offer:

Balance Reporting

Detailed Transaction Reporting
Balance Alerts

Check Images
Account-to-Account Transfers
Research Requests

Secure Email

Stop Payments

Web Pay for Small Business
ACH Origination

Wire Transfers

Account Reconciliation and Positive Pay
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Security @ @ @

We keep your security a priority

There is nothing more important to us than knowing that our customer’s online financial transactions are private
and secure. Our vendor secures their system with encryption, perimeter and internal firewall, screening and
filtering routers, intrusion detection, strict authentication, virus protection, as well as application security.
Application security includes a double blind process for issuing PINs, user lockouts due to failed log-in, dual
control on ACH and Wire initiating and additional encryption of sensitive user data during sessions. Our
network architecture is structured so the servers that store actual account information are not directly connected
to the Internet.

Helpful Hints
% Never use Social Security numbers for Participant ID’s when setting up ACH.

X/

+* When using ACH or Wires use the Dual Control feature we offer.

¢ Berkshire Bank also offers Tokens for sending ACH & Wires, use them.

++ Have a separate computer solely for submitting ACH & Wires that does not have e-mail access.
When not using that computer unplug the internet access to it.

¢ As the administrator on Business Solutions run a daily activity report on your end uses to see
what activity they have been doing.

¢ Berkshire Bank strongly urges upon receipt of e-mails notifying you that a user has been

challenged to run an activity report to see the IP Addresses that are trying to access the system

before resetting any passwords.

Go ID Tokens & Dual Control

As an extra layer of security Berkshire Bank offers Go ID Tokens as well as dual control for initiating ACH &
Wires. With Go ID Tokens you will be presented with a challenge and required to enter a tokencode response
when initiating or approving a Wire or ACH. The reason your token adds extra security is because the
tokencode on your Go ID Token changes every sixty (60) seconds. With dual control once an ACH Batch or
Wire template has been initiated an e-mail will be sent to the administrator and any other users with approval
authority to serve as notification that there is a batch or template to be approved.

Keep your own security a priority

Your own security is strengthened by your efforts in keeping all account and login information secure and
confidential. Never share your password information with anyone and never include account specific details
when using unsecured email.

Passwords
The most secure passwords are those that are alphanumeric. Avoid using easily obtained personal data within
your password, such as initials, birthdates or names of pets and loved ones.

Signing Off

If you have to step away from your work area always make sure you have properly signed off of Business
Solutions. This will help to ensure that your account data is not reviewed or tampered with by unauthorized
individuals.



Getting Started @ @ @

In order to log onto Berkshire Bank’s business internet banking you will need four pieces of information, the
Company ID & Password as well as a User ID & Password. To log on go to www.berkshirebank.com and click
on Business Solutions at the right of the screen.

BERKSHIRE BANK

America’s Most Exciting Bank

comeenr — Zn;er Comga}tlly ID
oy 3 asSSwWor ere

gasspword: I:I /

User ID: ] \ Enter User ID &

Uzer Passwoard:

Your next screen, after entering the sign-on information correctly, will be the Enhanced Login Security where
you will be required to enter a one time use access code. There are three delivery options to obtain the code: by
email, phone or text (to set up for text, you must be signed in to Business Solutions after the initial sign on and
agree to the terms & conditions under the Administration > Enhanced Login Credentials tab since fees could
apply to receiving texts from your cell phone provider).

First, click on the link for which delivery option you wish to receive the access code. After retrieving the code,
enter the 7 digit code in the “Security Access Code” field within 30 minutes. It is important to keep the active
window open until you have entered the code. Then click “Continue”.



To receive an autmatied phone call click here To receive access code by email click here

Enhanced Login Security \

Important: Do not cloge this windogwy

Enhanced Login Security

Voice call Vi

“fou have no Text delivery deztinations zet up. Remember to checkyour SPAN folder.

Send to Sxx-xx0-6956 Send to achgroupi@berkshirebank.com

Step 2: Retrieve Security Access Code from Destination Selected in Step 1

fFor exira 2ecurity protection, a 2ecurity accezs codes haz been 2ent to vou. You must use this code to gain access to your site.

Step 3: Enter Security Access Code

Security Access Code 5146883 He

Ly
i1
(]
=]

[Thiz cods does not replace your regular

zzword. it wil expire with your 2ez=ion timseut or in 30 minutez. If you did not receive the =ecurity
access code, or need a code 2ent again, p
|

aze return to Step 1 and =elect the delivery destination.

Once code is received, enter here

If you are NOT using a shared-public computer, click in the enroll computer option box, to prevent from having
to enter a code each time you sign on and then click continue. If you do not wish to enroll the computer, just
click continue.

Enhanced Login Security Challenge

Add Extra Protection to the Computer?

To avoid thiz process in the futurg, if thiz iz a cemputer vou use regularty, 2uch as voeur home or office computer, vou may nroll
thiz computer for extra protection.

™ Enrall this Computer for Future Use {Cpticnal)

If thiz iz a public computer, pleaze do not enroll thiz computer.




General Navigation @ @ @

Once logged on to your business internet banking you will notice a navigation bar at the top. Simply move your
cursor, or mouse, over a selection from the tool bar to see the submenu options to select. The navigation bar
seen below can fluctuate based on the modules you requested at sign up.

ADMIN ACCOUNT SERVICES |BAlL ANCE REPORTING [FUNDS TRANSFER ONLINE SERVICES EMAIL [HELP SIGN OFF

Administration: This menu will allow you to set up your secondary users, run an activity report and
balance alerts or change your account nicknames, user password, e-mail address, user preference or the timeout.

Account Services: Within this menu is where you will have access to place a Stop Payment on a check or
view history of stop payment requests received. Also you will find the Reconciliation Services for Positive Pay
or Account Reconciliation.

Balance Reporting: This menu allows you to view your account(s), view history, search for transactions,
view check images and create or run customized reports.

Funds Transfer: This menu give you access to book transfers, initiate ACH and wires or enter bill pay.

Online Services: This menu will give you the option to submit a photocopy request of a check or a request
for account research.

Email: This button allows you to send an email to a bank representative with out exiting the system or
opening another internet browser window.

Sign off: Exits you from Business Solutions application and always remember to sign off before leaving your
computer unattended for any extended period of time.



Account Summary @ @ @

This screen gives you a snap shot of your accounts with the current and available balances. To view the history
of any account or to view cleared checks simply click on the underlined verbiage. Using the white arrows in the
column headers you can sort them by ascending or descending.

BALANCE REFCORTING

Account Summary

Create Reports
Run Selected Report

1. From the Balance Reporting Menu choose Account Summary to view
your account(s) and balances.

Account Summary Comprehensive financial management at your fingertips, all in one place.
Your total cash position, checking, savings, loan and investment accounts can
be viewed all in one convenient location. From any secure Internet
connection, anywhere, you can view up-te-the-minute transactions, balances,

and transfers.
Company:l””]”ﬂ 'I

Information wvalid a5 of Monday, July 20, 2009 2:15 P

Ligquidity Summary
Dezcriptio

Current Balance le Balance
Click onany account - eemen Lanie 1azas Q
1
y Savings

of the account and Savings Account 0000000044 1314115 15125584 1314113 13,1235.64 @\ C’{
see transactions or

. heck i z_a\‘mat F— 0000000043 575.E6 1.032.00 575 66 1,032.00 @\ @\
VIEW ChECK 1mages. orporeate Payro

Tatals: 1511685 15457329 15,573.28

e w
CERTIFICATE OF DEPOSIT
aooooooo &6 250,000.11 250,000.11
CERTIFIZATE
Totals: 230,000.11

Liability Summary

Description 5 ". o Maote Mumber 5
i . 1203002009
Line of Credit 0000000042 18112 3145 39995
123002010
] , 08/01/2009
Lime of Credit 0000000052 18117 3.000 23644102
030041 72010

**Note** If you notice accounts they were previously on this screen have been removed check the Create
Reports screen. If you have set up reports and check the box to have it be your “Favorite” then the system will
only show you the accounts associated with that favorite report.



Account Detail @ @ @

With in the Account Detail screen you can view your account transactions as well as sort the information by
clicking the white arrows in the column headers. The sort function can make the detail screen more convenient
for you. With in this screen you can also export the information in many different formats such as Microsoft
Money (OFX), WebConnect for QuickBooks & QuickBooks (IIF). There is also the Transaction Search
function on this screen to search for transactions with ease.

Account Details Sort data using the up (ascending) and down (descending) arrows. Export
transactions by entering the Date Range, selecting the Transaction Categories

and the Export format. Then select Export.
Conlpnny:h”””” "l
Infarmation valid as of Wednesday, July 22, 2009 3:50 PM

072172009 through 07 £22/2009  for 00000000435 - BUSIMESS CHECKING ACCOUNT

Account Selection Account Description Current Balance Available Balance

|=:< Pleaze Select == ;I BUSIMESS CHECKING ACCOUMT 2340673 1340673

Request Specific Date Range

From 072172009 Ta 072202009

Date
ACH DEBIT
07/21/2008 - 13,249 58 10,533.00
Tewl Pent Lcct: 460
Here you can click CHECH PAID
y 072142000 10391 91537 9617 63
on a check number E—
to view the image  grp1000 L ACHCREDT 290545 1252308
#121938 BMA, T T
DEPOSIT
07/21/2000 = 1.600.00 14 023.08

Leaze Payiment BE171
TRAMSFER TO ACCT

07/2142000 - A472.00 13,551.08
Inet fociz O7/2 142000 1750 Ref: 7231120053
CHECK PAID

07/21/2000 10387 173.00 13,378.08
DI%IDERD

07/2142000 - 2865 13,406.73
DGIM Ret# 2293103

Totals: 14,809.95 443410



Online Statements @ @ @

Online statements are a great tool for businesses especially come tax time. This free
service allows you to view, print and or save to your computer up to 13 months of
statements. No more waiting for the mail to arrive, view your statement as soon as they
becomes available. Just follow these easy instructions and you can be viewing your
statements on-line with in a few business days.

To sign up; under Online Services, click on Suppress Paper Statements. Select the

corresponding accounts that you wish to view on line by checking the box(es) and

submit. It’s that easy!!

Berkshire Bank will then discontinue your paper and/or e-mail statements per your
request.

ACCOUNT SERVICES | REPORTING & FUNDS TRANSFER  [OUNIaitina s EMAIL  |HELP  |SIGH OFF
STATEMENTS
Photocopy Request

"'T Vs T Account Research

BB

Suppress Paper Statements
Américas Mast Exciting Bank '

For instructions on how to grant access to view statements at the account level to your
end users; see page 32.



Balance Alerts @ @ @

Balance Alerts help you keep track of your account be sending you an e-mail when your
account has met the requirement you set for the threshold. To add, edit or delete a
balance alert first choose this option from the Administration menu option.

To edit an alert check If you want to delete
the box, make your an alert simply check
changes and then click the box and then click
Update. Delete.

Balance Alerts To set up your balance alerts, select the Account and Condition, enter the

Amount and Email Address and then select Add. Additional Email addresses
can be added to an alert separated by a semicolon (;). Balance alert
notifications are sent heginning at 8:00 AM (PT), 1:00 PM {PT}, and 4:00 PM
(PT). Balance Alerts are not available for any loan accounts.

Company:l”””'l” 'I

Current Alert(s)

Select aL.
Il 000000040 - Corporste Checking IRises Above LI |$1 Jo0.oo | hdoe@company.eom |
| 000000041 - Savings Account |Rise3 Ak j |$5EID.EID lidc-e@cnmpan\; SO
r 000000042 - Corporate Payrol |Fallz Below = | [$10,000.00 | lidoeg@company com |
Il 000000043 - Money Market |Rises Abowe j |$D.D1 lidc-e@cnmpany.com
— <

Add An Alert

Rizes Above j

To Add a new alert select
the account, enter the
condition, amount and e-
mail address and then
click Add.




Online Service Requests @ @ @

The Photocopy Request screen is a convenient way for you to request a copy of a statement or check.
Remember you can retrieve an image of a check that has cleared with in the past 90 days from the Account

Detail screen (see pg 5). The Account Research screen is a convenient way for you to request more detail on a
transaction on your account.

FPhotocopy Request Use this screen to request a copy of a statement or a check. Remember that
you can print your cycleto-date statement through the Balance Reporting
screens, and that you can retrieve an image of a check that has paid within the

last 30 days.
Company: I 111111117 'I

Contact Information
Cortact Mame

|John Dioe

Company Mame

[2cmE vicgets |

Phone Mumkber Fax Mumber

EMail Address

REEPEEEEEEE |

bdoe@company.com

Account Information

Account Selection

Ic:q Flease Select == ;I

Type of Request

& Statement sndfor tems 7 Check

pate: [1o =] [ =] L —
T Statemert Cnly : Mumber: I:l

[T Ch-ROM Statement Amount: [ |

Transaction Types:
& o) ayailsble
Al Checks
Al Deposits
g Deposit tems

Drelivery Information

method of Transmittal

[C Pickup by Customer st Bank Account's Home Branch {7 Mail to Customer 7 Fax to Customer



Account Research The Account Research function lets you request account documents to be

delivered via a choice of methods.
Company: I 111111111 'I

Contact Infoermaticn

Cortact Mame Company Mame

[totin Doe [BomE wigmets |

Contact Phone = Murmber

[i123) 458-7880 | idos@company com

Account Information

tem Diets
Check Deposit Wyire Transfer Feturn tem rAISC DebitiCredit
[ [ [ [ [

pate [ | Amourt | | CheckmMo [ ]
™ STATEMENT

From [ ] To | | Postest [ ]

I Tax FORMS

I~ 109s I~ 5405 I~ 1095 I Duplicate I~ correction

special Instruc

Delivery Information

tethiod of Tral

LC Pickup by Customer st Bank Account's Home Branch 7 Mail to Custamer 7 Fax to Customer

10



Book Transfer @ @ @

With the book transfer part of Business Solutions you can transfer money between the accounts you have access
to at anytime and from anywhere which you can access the internet. You can also schedule a one time future
dated transfer or schedule a recurring transfer. On the book transfer screen you can make up to three transfers
on one page. Simply choose your accounts to transfer between, the amount and date and then click add. At the
Verification screen click submit, next you will have the Confirmation page that you can print for your records.

Here is
the row
for one
transfer

Add Transfer

From

Online Cash Management helps you plan and saves you time. You can move
money when you are ready today or schedule a book transfer for a date in
the future from wherever you can access the Internet. Annotate book transfer
requests with a description memo. Make up to 3 book transfers in one step.
Control which accounts can be debited and which can be credited.

Cc-lnpany:hﬂﬂﬂﬂ "I

Arnourt

Loan Payment Type Mumber of Payments

|<< Zelect Source Accaunt ==

|<: Select Destination Account ==

;I I ==t == ;I

Transfer Memao:

|<< Select Source Accaount ==

I:: Select Destination Account ==

;I I =hlfd== LI

Transter Memo:

|=:ﬁ Select Source Accaunt ==

I«::Select Destination Account==

;I I =hlfd== LI

Transter Memo:

11



Scheduled Transfer @ @ @

By selecting Add Recurring Book Transfer you can set up a transfer to happen at the frequency you want to pay

a loan or transfer between deposit accounts to cover Payroll. It’s as easy as 1...2...3
1. Fill in the appropriate fields
2. Verifty the information and click Submit
3. Print your confirmation for your records

Add Recurring Book Transfer

Compnny:h”””” vI

Amnourt

|-=c~=c Select Source Account == j | |

| == Select Destination Accourt == | [== huiay == | | |

Transfer Memo: | |

7 yeekly an: ISEIEET Diay YI
% Marthly on: 1zt = Mumber of Transfers: I:I ot End Diate: |:|

7 Tywice Marthly an: I131 ;I and |151h LI Email Address: | |

12



Web Pay for Small Business 'Y X

To access this function you will go to Funds Transfer > Web Pay for Small Business. It is considered a single

sign on (SSO), after signing in at the bottom left of the screen is a gray “Main” button ( ) to bring you
back to your accounts. Any sign on information you receive will be for a one time use only. The following
instructions will help you to set up a biller, add another user, approve payments & add accounts.

| | Add a BEill | Eill History | Manage Your Bills | My Accownts | Administration |

Biller Set up:
1. Choose Add a Bill from the tool bar.
2. Choose the type of bill and click Continue

Add a Bill

()

To start making payments, selectthe type of bill yvou want to add, and click Comtinue. If you have an account number for the hill,
select that option to ensure that vour payment is properly credited. More abootwho [ can pay...

Who do youwantto pay? ¢ company with an account number Wigww demo to learn rmore

f" Campary without an account number

i Person

Colrtinue| Cancel |

3. Type in the Billers name and click Search. We’ll use DirecTV for this example.

Search

To find the company you want to add, enter the information and click Search. We'll try to find an address match for you.

Biller Name
A= it appears on bill
Ifyou prefer, you can enter all the information for your bill.

Search| Cancel |

13



4. Fill in the requested information on the next screen.

Add a Bill
@
We found a match for Directy. Please enter the additional information for this company to ensure that vour payment is properhy
credited.
Asterisks (%) indicate required information.
* Biller Name DIRECTY
* Account Number
Az it appears on bill
* Confirm Account Number |
Add Bill | Cancel |
5. Once the biller has been added if they offer E-Bills you will then have the opportunity to sign up for
that. From this screen you can also add another biller or click Finished.
Add a Bill
@

You've just added DIRECTY to Bill Pavment, and we've saved yvour infarmation. Payments to this biller are autarmatically
categarized as CablerSatellite TV in Bill History. To chanae this category, go to Manage Your Bills to update the hiller's information.

You can sign up to receive an electronic wersion afyour bill through Bill Payment. To learn maore, you can view our dema.

DIRECTY We can send payments electronically to this biller, which
*45672 makes the delivery of your payments faster.
Addrezsz on File

Get your bills where you pay your bills - online. €7 | _ - _
Click Here to Learn More. ‘ Sign up for an electranic version of yaur bill.

Click Add Another Bill to add another company or persan to pay, or click Finished to go to the Payment Center and pay yvour bills.

Add Another Bill || Finished

k

My Accounts — Adding and removing account access in Web Pay for Small Business
1. Click on My Accounts, from this screen you can choose to:
a. Rename your bill accounts by clicking Update Name — Update the name and then the hyper link
turns to Save Changes.

14



My Accounts

Account Name
Bill Account LIpdate Mame

My Accounts

Account Name
|Eii||#|:|:|:|unt Save Changes

b. Delete an account by clicking Delete Account — Once you click the hyper link you will receive a
confirmation pop up, click OK.

My Accounts

(=)

Account Name Account Number Status Action
Bill Account Lpdate Mame 352 Canfirmed Delete Account

Microsoft Internet Explorer il

\:\’/u You're about to delete this account, IF vou have any pending payments paid From this account, including amy that are scheduled automatically, they will be canceled,
-

Are yaou sure you want to delete this account?

Cancel |

¢. Add an account by choosing the Add an Account radio button — Choose if it is a Business or
Personal account, fill in the Account Number, confirm the account number and then click Add
Account. Once it is added the account will show on you’re my Accounts page as Unconfirmed.
Before you can make payments from this account you must confirm it. To do that there will be
two small deposits made to the account; it will take a few days. Once you see these deposits
click the Unconfirmed hyper link, fill in the two deposit amounts made and then click Confirm.

15



& pdd an account

Enter your payment account information and click Add Account. Use the check imange as a guide to find your account
information. To make larger payments from this account, you must first confirm it

Asterisks (%) indicate required information.

Account Type

b

Checking Account j

& Parsonal Account

" Business Account

n0kE ILSETEE D6

231 LEETAT™ Dig3

Routing Transit Number

Account Name
‘Rowuting Transit Number

‘Account Number

*Confirm Account Number

My Accounts

Account Number

211871691

Add Account | Cancel |

Account Name

Account Number

Lpdate Mame nza

(=)

Status
Lnconfirmed

Action
Delete Account

16



My Accounts

You must canfirm yaur account before vou can use itwith all the features in Bill Payment.

To canfirm your account;

» ook atyour account staterment from your financial institution {either online ar mailed to yau).
» Find the transactions laheled samething similar to Bill Payment AcctConfrm.
» Type the two deposit amounts in the boxes below, and click Confirm.

Account Number nza

Fowuting Transit Number 211871691
Confirm Deposit Amount 1 % I {$00.00)

Confirm Deposit Amount 2 $ I {$00.00)

Account Name

Account Type Money Market

Confirm | Cancel |

d. Move Payments from one account to another by choosing the Move Payments radio button.

* Moye payments

To move payments from ane of your accounts to another, select the payment accounts you want to move from and move to and
click Move Paymens.

The following payments will be moved to the new account:

o All zcheduled payments that have not begun processing, including automatic payments.
« All future automatic payments that you've set up.

All infarmatiaon is required.

From Account ISE|E,:1 an account j

To Account ISeIect an accournt j

Move Payments | Cancel |

17




Administration — Adding other users to bill pay
1. Click on Administration and choose Manage Authorized Users

Administration
(=)

What would you like to do?

. Manane autharized user

. Ipdate business infarmation

2. Before choosing to add a user you might want to click on the Tell me about Authority Levels so that
you choose the appropriate level for your users. You can choose to have dual control and the users
can only set up bills for you to approve. Once you know at what level you want to set them up click

Add Authorized User
Administration
(=)

What would you like to do?

f Manane autharized user

Authorized User's Name User ID Authority Level
Marianne Fresia mftesia Level 1 User
Zhange Info
Add Authorized User Tell me about guthority levels...

. Ipdate business infarmation

3. Fill in the appropriate information and click Continue.

18



e

Asterisks %) indicate required information.

Authorized User Information

‘First Name
Middle Hame
‘Last Name

Suffix

‘Business Phone:
E-mail Address:

*Authority Level:

User ld and Password

‘User ID:

‘Passworid:

‘Confirm Passworid:
‘Secret Word:

‘Social Security Number:

‘Birth Date:

d
|
|
: | Select a Suffix >

—

 Level 2 User
& |evel 3 User

|

—
—

|
—
——

Continue | Cancel |

.

Confirm the information and then click Add.

19



GoIDTokens @ @ ©

Before you use your Go ID Token you must first activate it as we show you below.
1. Under the Administration tab choose Go ID Token Maintenance > Activate Go ID Token

User Maintenance

Activity Reporting

Sweeps

Balance Alerts

Account Maintenance
Login Credentials
Change User Preferences
Change Timeout

Change Company PIN

Go I Token Maintenance Activate Go ID Token i
» Ea.
2. Enter your 12 digit serial number from the back of your token in the first box.
3. In the second box enter the 6 digit number that appears below on the front and then click Submit.

Security Code J

o IDEM Token Serial Mumber (number etched on back of taken): |1 034535236 | *

G0 IDEM Tokencode (number displayed on front of token); |------ | *

20



Creating & Initiating an ACH Batch @ @ @

The ACH module can be used to send or receive payments, rent or dues. Business Solutions allows for, and
Berkshire Bank strongly suggests using, dual control for ACH. It also can be used to send direct deposit
payroll. The set up is a one time process, once you have a batch set up it will be there for you to maintenance or
initiate until you choose you no longer need it and delete it. There are three steps, setting up the Batch
Template, creating the participants, and then adding them to the batch at transaction entry maintenance.

FUHDS TRAHSFER

ACH

» Batch Template:
When setting up the batch template whatever you enter for the template name is what will appear on the
account as a description along with your company name that appears in the ACH ID dropdown. Due to
NACHA formatting requirements there is a 10 character restriction on the Template Name field.

21



Use this screen to set up your individual batches. Please
ensure that the correct account is designated as the offset.
ACH Prefunding customers will not see the Offset Account
field or the Create offsetting transaction check box
selection since these options are not valid for ACH
Prefunding customers.

ACH Batch Template Maintenance

Yieswing Template Date Last Used
== Pleaze Select == j 07232009
Template Mame |F‘a5.-'ru:u|| |
Template Description hﬂq’eekly Payroll |
ACH Batch Clazs ICCD - Corporate Payments LI
ACH D Idd Pleasze Select == LI
Coampany: Im
Offset Accourt | == Please Select == *| T creste offsetting transaction

22



» Participant Maintenance:

On this screen you will enter your participants, these will be the people you are sending the transactions to or
taking from (ex: employees for payroll are referred to as Participants). On this screen you can enter up to three

participants at once.

Participant Maintenance The ACH participant is the individual or organization that will be affected
by the ACH transaction. The participant’s account may be debited or
credited by an ACH transaction {e.q., a payrell deposit or payment for
services rendered). Once the ACH Participant is created, it must he
attached to an ACH batch on the Transaction Entry Maintenance screen.

Update Participant

Participant Selection: Im 23 - John Doe LI

o Financial Institution Informstion : :
Participant 0 & ant Mame Amorit Tranzaction Type
Route Pa. Account Ma.

[11111 | fohnDoe | fzzzecaos | fr1t1a | 5100 | |checking Deposit |

™ Prencte Addenda:| | Encling Date:l:l

D Search

Add Participants

- __ Financial Institution Information )
Participant 1D Participant Mame Amount
Route Mo. Account Mo,

| | | | | | |==Select Type - [
I Prenate Addendsa| | EndingDate] |

| | | | | | [« select Type = [
I~ Prencte Addencs| | EncingDate] |

| | | | | | |==Select Type - [

™ Prencte .ﬂ.ddenda:l | Endling Date:l:l

23



» Transaction Entry Maintenance:
On this screen if you have multiple batches set up be sure you have the correct batch selected from the
Template Name dropdown. To make changes go through your list of participants and click in the box next to
their name and then click update at the bottom, you have to update per page.

Transaction Entry Maintenance Use this screen to "attach™ participants to a specific batch.
Participants may be attached to multiple batches.

Template Mame A Campan
I PayrDII j COD Carporate Payments 111111111: 0000000435 - BUSINESS CHECKIMG ACCOUNT  0.00 0.00 o
Ertrizs % | Participart ID & becount § | Amount 3 | Transaction Type
v 11111 EMPLOYEET 111111 §1.00 Checking Depasit Ma
- 22222 WEMDORZ 111111 F200  Checking Withdraw Ma

™ SELECT aLL
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> Initiate Batch:

When you are ready to send this batch out for collection of funds or to send payroll you simply go to the
Initiate Batch screen, choose your template (top left) & effective date (top right), check your amount (to the left
of your effective date). If you need to make any changes you can do so on this screen and then click save, this
will move it to the Edit Batch screen where you can initiate you batch from there. Once you are all set to
initiate, whether it be from the Initiate Batch or Edit Batch screen, click the Initiate button at the bottom. The
next screen you will see is the ACH Batch Review; this is where you need to enter the 6 digit token code from
your Go ID Token, your batch will not process through to the bank until you do so.

**Note** If your company is set up for dual control on ACH please see page 17.

ACH Batch Review

Template Hame TUHZA
ACH Class CCD Corporate Payments
Effective Date 10/09,2009

Go IDFM Tokencode: Submit | Cancel |

Initiate Batch The Initiate Batch function lets you select and edit an ACH before submitting it
for processing. Batches submitted after cutoff time will be processed the next
business day.

Initiation Limits Credit Debit
Craily: F30,000.00 $100,000.00
Biatch: F15,000.00 F25,000.00
Used: .00 F.00

Totals Per Batch
Template Hame ACH Class Effective Date

template CCD Corporate Payments 0.00 $1,560.00 07 2552003
e 111111111 Sl - 000000040 - Corporate Checking Account

Hald 3 Amourt &
A-11
- 1234567890 1,010.00 Chiecking Deposit -
Phone Company
Addenca: I
A1
- Q234567890 F300.00 Chiecking Deposit -
Water Company
Addenca: I
A-ES
- 5432101 234 F250.00 Chiecking Deposit -

Insurance Company

Addenca: I

[T sELECT aLL (HOLDE)
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Approving an ACH Batch @ @ @

Business Solutions allows for, and Berkshire Bank strongly suggests using, dual control on ACH. When a
batch is submitted it is placed in a Pending status and an e-mail is sent to notify all users with approval
authority. Once the approver receives the e-mail they will need to follow these steps to go in and approve the
batch to be released, or they can deny the batch and send a message to the initiator of the reason. You can also
use this screen to see all batches that have been submitted, pending, approved & downloaded, which we suggest
you check daily.

FUHDS TRANSFER

ACH ate Ba

Once on the ACH Admin Approval/Activity screen you can click on the details magnifying glass to see the
contents of the batch in order to get a clear picture of what you are approving. Once you have made a decision
on the action you want to take, click in the box to the left and then click approve or deny. If you are going to
deny the batch you can type a message as to why before clicking the deny button, you will also be presented
with the notification box below. Your end user will receive e-mails when the batch has been approved or
denied and if denied the message will appear in the body of the e-mail, once approved they will receive an e-
mail that it has been submitted. When you approve batches you will then be asked to submit your Go ID Token
code.

ACH Batch Review

Template Hame TUHSA
ACH Class CCD Corporate Payments
Effective Date 10032009

Go IDFM Tokencode: | Submit | Cancel

Microsoft Internet Explorer il

‘\?/.' Dery: Are you sure you wank bo DENY the selected pending activiby?

Zancel |
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ACH Admin ApprovallActivity

Approval Limits

Draily:

Batch:

U=zed:

Pending ACH Records

Date Crested ¥

Batch D 5

Effective Date

072452009
227 P

07 f25/2009

072402009
227 PM

ID?QSQDDQ

o7 24,2009
2127 Pid

07 (2502009

il PEMDING 126

- PEMDIMG 127

- PEMDING 128

All the information you need to make informed approval decisions.
Verify batch details, totals, offset account and initiator. Feature-rich
approval contrels, dual approval authoerity, deny transactions,

resubmit, and modify the effective date. Notifications are sent to all
approvers when batches are pending. Monitor a batch’s status after

it leaves your company. View all originated ACH activity from one
screen.

Credit Debit
F50,000.00 F100,000.00
F15,000.00 §25,000.00

F.00 .00

Compsany

111111111

ADRIR 000000040 - cch
Corporate Checking
Account

111111111 F16.00

ADhAIN 000000040 - cch £ =N
Corporate Checking F16.00
Account

222722022 F3.00

ADhAIN 000000040 - CCh 2 =N

Corporate Checking F3.00
Account

Erter the 'Deny ACH record' message belowy:

Here is what a Denied batch would look like; this message will also appear in the e-mail that is sent to the

initiator.

Denied ACH Activity

072402009
242 PM
PEMDIRMG 123 AR

07 r2:372009

@ Mezsage: Duplicate @

111111111 F90.00
000000040 - cCo 2 (A,
Corporate Checking F10.00
Account
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Adding a New Participant or Maintaining
Participants to an Existing ACH Batch @ @ @

To add a participant to an existing batch you would go to Participant Maintenance; input the appropriate
information and then click add. Your next step would be to go to Transaction Entry Maintenance, choose the
appropriate template from the drop down, find the person in the list of participants and put a check mark in the
box to the left and then click update. They will now appear in the Initiate Batch screen.

Add Participants

L - Financial Institution Information : :
Participant D Participant Mame Amount Transaction Type
Route o, Account Ro.

| | | | | | fexseiect Type - =
I~ Prencte Addends| | Encingoate] |

| | | | | | s Select Type - [
I~ Prencte Addends| | EncingDate] |

| | | | | | == Sslect Type »» [

™ Prenote Addenda:| | Ending Date:l:l

To maintenance a Participant that is already built simply go to Participant Maintenance; search that person
by the Participant ID you gave them. Once they appear change the information as needed and then click
Update. This change will carry over to be correct on the Initiate Batch screen.

Update Participant

Patticipart Selection: I-ﬂﬂ 23 - John Doe j

Tranzaction Type

[11111 | PobmDos | [1zze0zos | P11 | |s1.00 | |checking Deposit |

™ Prencte .ﬂ«ddenda:| | Endling Date:l:l

D Search
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Creating & Initiating a Wire Template @ @ @

A wire is a way to transfer funds from you to an account at another financial institution. This mode of transfer differs
from ACH because they will arrive at the receiving financial institution the same business day and can not be future
dated where as ACH is next day and can be future dated. Although Business Solutions allows for future dated wires,
Berkshire Bank’s policy is to not accept post dated wires.

FUHDS TRANSFER

ACH
Book Transfer
b

Web Pay for Small Buginess Initiate Freeform

Initiate Template Group
Transfer Admin Approval/Activity

Transfer Activity
Template Maintenance

Template Approwal

Template Group Maintenance

Investigation Request

» Creating a Template for a Domestic Wire
To create a template you go to the Template Maintenance screen and click new. If you are sending a domestic wire,
a wire to another bank with in the US, then you will need the following:
% Beneficiary Bank with Routing number
¢ Beneficiary with account number
% Amount
% Account number the funds are to be withdrawn from
Once this information has been completed you can now click add. **Note** if your company has dual control turned
on then the template will stay in a pending status until another user has approved the template.
» Creating a Template for a Foreign Wire
To create a template you go to the Template Maintenance screen and click new. If you are sending a foreign wire, a
wire to a bank outside the US territory, then you will need the following:
% Beneficiary Bank with the address & SWIFT code
¢ Receiving Bank name, this is a US Corresponding Bank that can be found by going to www.chips.org
% Beneficiary with address and account number
¢ Amount (if you are sending in foreign currency you will also need an IBAN)
% Account number the funds are being withdrawn from
Once this information has been completed you can now click add. **Note** if your company has dual control turned
on then the template will stay in a pending status until another user has approved the template.
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1.
2.
3.

» Initiating a Wire Template
Now that you have your Templates created initiating you wire is as easy as 1...2...3...
Go to the Initiate Template screen.
Choose the template from the dropdown, if needed update the amount & add a note to the Beneficiary.
Once you click initiate you will be presented with the following screen to review the information, if it is correct
enter your token code and click Submit.

Template Wire Transfer Review

Template Hame TEST
Contact Hame Marianne Howver
Contact Phone (413) 236-3334
From Account 43715352 - Bill Money
Amount =D1.00
Value Date 10052009
Beneficiary Message NO MESSAGE SUBMITTED

o I05M Tokencode: Submit | Cancel |
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Approving a Wire Transfer or Template 000

Business Solutions allows for, and Berkshire Bank strongly suggests using, dual control on Wires. When a
template is created or a transfer is initiated it is placed in a Pending status and an e-mail is sent to notify all
users with approval authority. Once this e-mail is received an approver will need to follow these steps to go in
and approve the template or transfer to be released, or they can deny the template or transfer and send a
message to the initiator with the reason for denial. You can also use this screen to see all transfers that have
been submitted, pending, approved & downloaded, which we suggest you check daily.

FUHDS TRANSFER

ACH
Book Transfer
b

Web Pay for Small Buginess Initiate Freeform

Initiate Termnlata Craon

‘ Transfer Admin Approval/Activity

Transfer Activity
Template Maintenance

Template Approwal

Template Group Maintenance

Investigation Request

Once on the Transfer Admin Approval/Activity screen you can click on the details magnifying glass to see the
contents of the template in order to get a clear picture of what you are approving. Once you have made a
decision on the action you want to take, click in the box to the left and then click approve or deny. If you are
going to deny the template you can type a message as to why before clicking the deny button, you will also be
presented with the notification box below. Your end user will receive e-mails when the batch has been
approved or denied and if denied the message will appear in the body of the e-mail. When you approve
templates you will then be asked to submit your Go ID Token code.

ACH Batch Review

Template Hame TUHSA
ACH Class CCD Corporate Payments
Effective Date 10/03,2003

Go IDEM Tokencode: | Submit | Cancel |

Microsoft Internet Explorer x|

\ip Deny: Are you sure vou want bo DEMY the selected pending ackivity?

Zancel |
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Transfer Admin ApprovallActivity The Transfer Admin Approval/Activity screen displays all
pending, denied and completed transfers for the last ten

calendar days. The user can approve, delete or deny
pending transfers from this screen.

Approval Limits Armvount
Craily: $100,000.00
Transaction: F10,000.00

$5,016.00

Used:
Pending Wires

075242009 Message 11223344
95783 PENDING 07242009 ad usp1oon G
3:30 P sdmin Compary Text 11111111
074242009 ) 11223344
- as77T PENDING et O7/24/2009  admin e value Date 1 T uspzo000 Gl
074242009 ) 11223344
I a57a3 PEMDING i O7/24/2009  admin sanan e uspzooo G

™ Select allwires

Che ‘Deny Wire' message below: >

Here is what a Denied template would look like; this message will also appear in the e-mail that is sent to the

initiator.
Denied Wires
. . . hodified
Ref Number § 3 0 : Date Filds
Company ¥
- = m—
Cenied hy: admin Denied Message: 11223344
» 10009 100852004 a0tk Message Text e
12:44 P

Originatar to Beneficiary Mezzage: FOR FINAL CREDIT TO INVESTMENT TRUST

=0o1.00

Q

32



User Maintenance @ @ @

The User Maintenance screen allows you as the administrator the ability to add or delete your end users and
also the ability to maintain their accesses to services and accounts, the preference is yours. You can set up
numerous end users and give them all their own user ids with selected access. You can also choose to make
some one a User Administrator on this screen which will allow them to add, edit and delete other end users
except themselves. Once you have others set up you will also use this screen to reset their password if they get
locked out. As the administrator the responsibility is on you to reset your end users and give any access to
others as you deem necessary, we at the Bank are unable to do so.

> Adding another end user
Click the new button and enter your end user’s name, ID, email address, a password and then confirm the
password. You will then check the appropriate boxes corresponding to the appropriate accounts. Next you will
have to check off, at the bottom, any other services you want the user to have such as being a User
Administrator or having access to ACH or Wires. Once all the proper accesses have been checked, click the
Add button above the account list.

> Resetting an end user
Go to the User Maintenance screen and choose the user from the Current User drop down. Check for the Reset
Invalid log in button, this will be located under the add & update buttons as seen below. If that button is there
you must click it to reset their log in. Now go back to the User Maintenance screen and choose your user
again, type in a new password for them and re-type it in the confirm password and then click update.

» Maintaining an end user
As the Administrator, if you have placed a request to have new accounts added to your Business Internet
Banking or a new service added, that account or service will only become available to you. It now becomes
your responsibility to grant authority to those accounts or services to your end users as you deem
necessary.
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Activity Reporting @ @ @

As the administrator we strongly suggest that you run an Activity report on your end uses. The timing will be at
your discretion. This report will show you their activity as well as the IP address of the computers used to Log-
in. To do so, go to Admin > Activity Reporting, choose your date range and then under the First Query header

you can choose (all transactions) from the dropdown. At the bottom choose whether to save, display to your

screen or download and then click submit.

Transaction Log Query Reports

Date Selection

Cuery Selection

all activiies [

Search Currert and Prior Week's Log | Select Log File ;I
OR

Search & Range Of Dates

From [OF 2002009

hhd-DD- Y

o]

This means that no restrictions apply to your gquery

First Gluery

Transaction Type I (none) ;I

Field to Search |

| I [rone]) LI

1« e
5
5

Field to Search |

| I [rone]) LI

Second Guety
Transaction Type I(nu:une) LI
Field to Search I LI Walle |
Figld to Search I ;I Walue |

Presentation Selection

TITLE (Optional) |

[Zaving The Report Reguires Title)
¥ Soreen Display " Download Data File

Field Columns are || 'I delimited text format.

IND‘t Save vI
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Account Maintenance @ @ @

This function allows the administrator to “nick name” the accounts. This is a great function to be able to

rename your checking accounts to read Payroll Account or Petty Cash Account. In addition; if you are viewing
multiple companies under one sign in, you can choose to rename them ACH Co Payroll & Xyz Co Payroll. To

utilize this feature go to Admin > Account Maintenance, choose an account from the drop down and type in
your description to the right and then click update.

ADMINISTRATION

User Maintenance
Activity Reporting
Sweeps
Balance Alerts

<« Account Maintenance

Login Credentials

Change User Preferences

Change Timeout

Account Maintenance The Account Maintenance function provides the company administrator
with the ability to rename any of the available accounts.
All references to the account within the system will use the descriptive
name. However, the new description is not transmitted back to the
financial institution.

Eompnny:lﬂﬂﬂﬂ'l vI

Account Account Description

== Change Selection Here ==
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Positive Pay Check File specifications and import instructions

BUSINESS SOLUTIONS
STANDARD CHECK ISSUE FORMAT
(CSV)
A ] B | ¢ | b | E | F | 6 | H ]

Column A is the account number with no spaces

Column B is the issue date MMDDYY or MMDDYYYY)

Column C is the check number (no more than 10 digits)

Column D is the amount (no punctuation)

Column E is the payee (40 Character maximum with no punctuation &/or special characters)
Column F is usually blank

Column G is the letter R for Register most always (the only other option is V for voiding a check)
Column H is the letter A for Add most always (the only other option is D for deleting a check)

Recon file upload instructions
Proceed to upload issues

DMIN ACCOUNT SERVICES Qagelzayliiey.t FUNDS TRANSFER OMNLINE SERVICES EMAIL HELP SIGN OFF
STATEMENTS

Reconciliation Services Upload Issues File h

Stop Payments Issuw g ) Inpurt

BERKSHIREBANK e —

America’s Most Exciting Bank

Mezzage
To access your accounts please choose Balance Reporting from the top toel bar and then Account Summary from that drop down menu.

file
Select comma delimited and then browse:
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Type
" Proprietary ARP File {% Comma Delimited " Fixed Column Length
Select File [}3
|| Browse

once the file has been chosen select upload:

|F‘:".Ele-:1runi|: Elﬂnking".DI"A“ Browse... |

Select OK

<P J Upload selected File?
-

P:i\Electronic Banking'DIVAcckRecon\05-20104412

[a]'4 Cancel
| |
L=

You should see a successful file upload message:

Me=zags

“'ou hawve successfully uploaded 1 of izzue tem=s for accounts: 48521

If you receive an error it will look like this and describe the line or item that needs to be corrected, if
needed, please feel free to call us at 888-413-1743 assistance.

Account Recenciliation Processing Error (1168)

Figld count iz incorrect. lzzue files in comma-zeparated format must have lines conzizting of exactly & fisldz.





