n
=
—
Z
O
VI
i
-
%)
<
LL]
4
-

[}
=
=
o
[}
c
c
@©
<
O
°
c
@©
o
=
=
O




Orrstown Treasury ONIINe. ... 4

Logging in to Orrstown Treasury ONINE. ... 5
Registering For One-Time Passcodes Via Phone NUMDbBEr............ccccoeiiivciiii i 8
ReQISteriNng @ SECUINE TOKEN .....cviiiiiiicie ettt et be e sre et e beare s 12

HEIPTUL HINES. ettt bbb 14

O LY Y =T o 1 TP UP PR PRTP 16
Profile @nd PrefErENCES .......cui ittt ettt sreeneentenneas 16
NOLIFICALION SELUD. ...ttt ettt e n e 17
Logging Off Orrstown Treasury ONIINE ........cccoov ot 19

CUL-OFT TIMIBS. 1ottt b e bt b s b et st e e e st e b e e bt e bestenbentebeneeneas 19

AN (o o= 4 o] 1= PRSPPSO 19

Y ESTST= o [ O] oL = PRSPPI 20
COMPOSING 8 MESSAGE ...ttt bbbttt sttt b e 21
ATCNIVING 8 IMESSAQE. ...ttt bbbttt bbbttt b et et n e 21
Performing an Advanced Search in Message CEeNter..........cccovviiriieneieiieiisiesese e 21

= 1] 1 o Y0 = U o RSSO 22

AACCOUNTS L.ttt b bt h bbbt oo h e e e h b e eh e s e oAb e e bt e ket R et Rt b e e bt e bt e n e e 24
ACCOUNT LIST. .ttt b ettt e st e st et e st e beneenbe e eneas 24
RESEAICH TraNSACHIONS .....c.vivieiieiieiiiieeie sttt sttt seenne e e 25

=Y =] 1 PSP 26
I = 1011 USSR 26
LAY =SSP USSSSN 34
A O PSPPSR 61
POSITIVE PAY.....ccuiiiiiiicecc ettt ettt et et e et et e st e e st et e e re et e ba et e sreereetenre s 81
RS (0] €I =\ 1 1= 1 RSP RSRR 87

RECEIVADIES ... ettt ettt b et st et e ee s 90

=T o 10T 41 o Lo TR TSSO PR TTOPRPRPR 90
RUNNING REPOIS ..ottt sttt sttt e e te et e s beess e beare e st e sbaeneesbeeteebesre s 90
D] o] (] o =] 0o £ PSR SSRSPSORRN 91
SEANAANT REPOITS ...ttt bbbttt bbb e e 92
EIECLrONIC DOCUMENTS .....uviitiiiie ettt ettt e bbb be e st eeate e be e sbeesbeesaeesntesnras 94

7o [0 11T o PR TP OO U USSR PRRORPOPROTN 95
(0 LSY=T g ) S SRR PRSPPI 95
(O T 1T =T U= OSSPSR 98
ACCOUNT NICKNAMES ...ttt st e e sre e e e e 103

Orrstown Treasury Online Channel 3



Orrstown Treasury Online

Orrstown Treasury Online is available to business clients using cash management services
such as Remote Deposit Capture (RDC), ACH origination, wire origination and Positive Pay.

This cash management solution has multiple features:
e Dashboard - Access a quick view of key information.

View account information in detail views and graph views.

Create quick transfers.

Create quick loan payments.

View favorite reports.

View and decision Positive Pay exception items.

View, approve, or reject the payments pending approval for ACH, wires, and transfers.
View and decision ACH exception items.

View news items from the financial institution.

Access the resource links commonly used.

e Accounts - Access accounts for balance and transaction information.

o O O O O O O O O

o View a list of accounts.
o Search for a specific transaction.
e Payments - Work with transfers, wires, ACH, Positive Pay, and stop payments.

Create and search for internal, external, and recurring transfers.

Create and search for wires and templates, including one-time and recurring.
Create and search for ACH payments, including one-time and recurring.
Create, search, and decision Positive Pay items, including checks and ACH.
Create stop payments.

e Reporting - View and create favorite reports.

o O O O O

o Current Day Balance

o Current Day Transaction

Date Range Balance

Date Range Transaction

EDI Report (must contact Orrstown if interested)
Prior Day Balance

Prior Day Transaction

O

o O O O

On each page of Orrstown Treasury Online, where these features are available, you can:
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If you perform transactions that are considered higher risk by Orrstown Bank, Orrstown

Sort information by selecting the column names.
View hover-help by selecting the question mark.
View last login time in the top-right corner.

View cut off times in the top-right corner.

View notifications in the top-right corner.

Treasury Online prompts you to authenticate.

Logging in to Orrstown Treasury Online
Users can log in to Orrstown Treasury Online after obtaining their Login ID and Password

NOTE

Orrstown Treasury Online supports the most recent release and the last-released versions
of the following browsers: Microsoft Edge™, Google Chrome™, Mozilla® Firefox®, and

Apple® Safari®.

from their company administrator.

1. Select the Initial Login URL link from your enrollment email.

The link directs you to the Orrstown Treasury Online login

page.

Your institution's logo appears in the top-right corner of the page.

User Verification

Login ID and provide the answer(s) for your security question(s).

Company ID: * Enter Company ID

Login ID: * Enter Login ID

m " :

Your Fl Logo

To verify your identity and process with a password change, please enter your Company ID and

TIP

For future logins, bookmark the Subsequent Login URL from the enrollment email.

2. Enter your Company ID.

3. Enter your Login ID.
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4. Select Submit.
The following Change Password screen appears, prompting you to change your password.

Change Password ORRSTOWNBANK

Please enter a new password following the password requirements listed below

Password Requirements:

o Password maximum length: 50

o Password minimum length : 10

o Allow alpha characters in password : Yes

o Allow numbers in password : Yes

o Allow special characters in password : Yes

o Alpha characters in password are required : Yes
o Numbers in password are required | Yes

o Special characters in password are required : Yes
o Number of upper case required in password : 1

o Number of lower case required in password : 1

o Cannot be one of the previously used passwords . 12

Company ID:

Login ID

New Password: *

Confirm Password: * ‘

5. Enter your New Password, and then re-enter the new password for the Confirm Password
field.

Ensure that your new password complies with the password requirements listed.

6. Select Submit.
The following Security Questions screen appears.
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Security Questions

o For additional authentication purposes. please select three security questions and
provide an answer for each question. You may be prompted to answer security
questions at login or when initiating transactions

Question 1: * Please select an option v
Answer. *
Question 2: * Please select an option v
Answer.
Question 3: * Please select an option v
Answer. *

7. Set up your security questions, and then select Submit.
NOTE
Answers are not case sensitive and do not have to follow any suggested formatting.

8. On the Confirm Security Questions screen, review the entries for accuracy, and then select
Confirm.

CAUTION
This point is the only time you can edit your questions and/or answers. You must contact

Orrstown Bank to reset them.
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Confirm Security Questions

Security Question 1:  What is the first name of your grandmother (your mother's mother)?

Answer. Jane

Security Question 2. What is the first name of your closest childhood friend?

Answer Jack

Security Question 3: What was your major during college?

Answer Business

Confirm Edit

9. Go through authentication by following the Registering for One-Time Passcodes via Phone
process.

CAUTION
If you utilize physical or virtual (mobile) tokens, users must follow the Registering a Secure
Token process instead.

10. On the Terms & Conditions screen, read and select the | agree check box, and then select
Accept.

The Dashboard view of Orrstown Treasury Online opens.
Registering For One-Time Passcodes Via Phone Number
You can register a phone number for two-factor authentication.

This option is available if the financial institution has configured their authentication settings to
allow two-factor authentication.

1. Log in to Orrstown Treasury Online.

A prompt appears, asking you to provide phone numbers for authentication.
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Phone Numbers for Authentication

For additional authentication purposes, please provide phone numbers to receive text
messages (SMS) and automated phone calls. You may be prompted to verify your identity by
responding to a text message or automated phone call at login or when initiating
transactions.

Text Message (SMS)

Get a prompt via text message and reply to verify your identity.

Add Phone Number

Automated Phone Call

Receive a prompt via automated phone call and reply to verify your identity.

Add Phone Number

You can only enter this information one time. You must contact your financial institution to
change your security phone numbers.

Remind me later

NOTE
You can defer registration for up to five days by instead selecting Remind Me Later. After
five days, you are required to register. You cannot complete any activities that require
two-factor authentication if you choose to defer collection.
2. Enter your preferred Phone Number to receive SMS text messages or an automated phone
call for authentication purposes.
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Add Phone Number

Receive a text message (SMS) and reply to verify your identity.

Phone Number:

Use same number for automated phone calls.

Verify Number Cancel

3. Enter the security code sent to your phone.

Verify Phone Number

A text message (SMS) was sent to your phone. We need to verify your identity for
the security of the account please enter your One Time Password below:

I

Phone Number: 6075

Verify Number Cancel

After verifying the security on the account, the user receives a S{i[ddssl| confirmation.
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Verify Phone Number

O Success!

Phone Number: 6075

What is your preferred method of verification?

@ Text Message (O Automated Phone Call

After successful registration and upon your next login, the system prompts you to enter your
one-time passcode received via text message or automated phone call to the registered
number.
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Phone Numbers for Authentication

For additional authentication purposes, please provide phone numbers to receive text
messages (SMS) and automated phone calls. You may be prompted to verify your identity by
responding to a text message or automated phone call at login or when initiating
transactions.

Text Message (SMS) — Preferred

Phone Number:  xxx-xxx-6075

Automated Phone Call

Phone Number:  xxx-xxx-6075

Edit Phone Number Remove

You can only enter this information one time. You must contact your financial institution to
change your security phone numbers.

Done

CAUTION
You can only enter this information one time. You must contact Orrstown Bank to change
your security phone numbers.

Registering a Secure Token

This option is available if the financial institution has configured their authentication settings to
allow secure tokens and you have downloaded a virtual token or were given a physical token.

1. Log in to Orrstown Treasury Online.
A prompt appears, asking you to register your token.
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Secure Token Registration

If you have recelved or installed your Secure Token/Credential, register it by entering the information requested below. If
you do not wish to register you Secure Token/Credential at this time, or If you have not yet received or installed it, select
Remind me later.

1. If you have a key fob, enter the Serial Number, which is located on the back of the fob after the letters "S/N". If
you are using a virtual token, enter the Credential ID, which begins with 4 letters

2. Enter your Credential/Token Code. This is the random, six-digit code that is displayed on your credential.

3. Create a 4-digit PIN and enter it twice to confirm it. You will use this PIN in conjunction with the random code
generated by your Secure Token/Credential.

Serial Number / Credential ID:
Token / Credential Code:
PIN:

Confirm PIN:

Remind me later Do not ask me again

NOTE

You can defer the token collection for up to five days. After five days, you are required to
register. You cannot complete any activities that require secure token authentication if you
choose to defer collection.

2. Enter your Credential ID, located on the back of physical tokens or the screen of virtual
tokens.

3. Enter the six-digit security code displayed on the token.
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VIP Access

v Symantec VIP c

4. Enter a four-digit PIN of your choosing.

To authenticate at challenge points, the system prompts you to enter the six-digit security code
displayed on the token, followed by your four-digit PIN.

Helpful Hints

Approval Status Bar

If you hover over the Approval status bar, approver information appears. This information
includes all approvers who approved that transaction, and eligible approvers who can approve

it.

You can view the Approval status bar in the following locations:

Dashboard > Stop Payment Pending Approval
Dashboard > Payments Pending Approval
Transfer Menu

Recurring Transfers

Create Wire from Template

Wire Activity

Recurring Wires

Wire Templates

Wire Beneficiaries

ACH Payment Activity

Recurring ACH Payments
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ACH Templates

Stop Payment Activity
Transfer Templates
Loan Payment Activity
ACH Recipients

Downloadable Content

Select Download to download the information into PDF format. A Print option is also available.
You can access this function in the following locations:

Account List

Account Transactions
Research Transactions
Transfer Templates
Transfer Activity
Recurring Transfers
Loan Payment Activity
Wire Activity

Recurring Wires

Wire Templates

Wire Template Details
ACH File Activity

ACH Payment Activity
ACH Payment Details
Recurring ACH Payments
ACH Templates

ACH Templates Details
ACH Recipients
Check Upload Formats
ACH Filters

Reports

Authentication

You may be prompted to authenticate certain activities by replying to a text message, answering
an automated phone call, or entering a secure token code. Orrstown Bank defines what
activities require extra authentication. Activities that may require extra authentication are:

e Approving payments/templates/beneficiaries/users
e Creating ACH/wire/transfer/loan payments
e Creating beneficiaries
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Creating templates

Creating users

Deleting payments/templates/beneficiaries/users
Editing payments/templates/beneficiaries/users
Updating email address

User Menu

Profile and Preferences
Use the Profile & Preferences view to set up your personal and security information.

User Information
This information auto-populates when you open this page the first time.

Use this section to update your personal information. The Name and Login ID cannot be edited.
Orrstown Bank or company administrator configures this information. You can change your
email address and phone, mobile, and fax numbers.

NOTE
If you enter your phone number, messaging and data rates may apply.

Security Preferences

Use this section to update your password. Also, determine if you want to see account
nicknames or account numbers throughout Orrstown Treasury Online.

NOTE
Depending on your institution, you may also have an account masking option.

Changing Your Password

. Navigate to the Orrstown Treasury Online website.

. From the [Username] Menu, select Profile & Preferences.

. Select Change Password in the Security Preferences section.

. Enter your Current Password.

. Enter your New Password.

. Re-enter the new password for the Re-enter New Password field.

N OO o B~ WN

. Select Save.
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Notification Setup

Use the Notification Setup view to set up your notification preferences for each module available

in Orrstown Treasury Online.

Filtering is also available. To find information quickly, start typing the notification name in the

NOTE

Some natifications may be set as required by Orrstown Bank.

filter box at the top of each section.

You can set up natifications in the following modules.

e ACH

o o o o o o o o o o o o o o o o o

ACH Payment Created
ACH Reversal Payment Created
ACH Payment Pending Approval

ACH Payment Pending Approval up to 30 minutes Prior to Cutoff
Same Day ACH Payment Pending Approval up to 30 minutes Prior to Cutoff

ACH Payment Approved

ACH Payment - Approval Rejected
ACH Payment - Edited / Deleted
ACH Payment Failed

ACH Payment Uninitiated

ACH Batch Created

ACH Batch Pending Approval
ACH Batch Approved

ACH Batch - Approval Rejected
ACH Batch - Edited / Deleted
ACH File Upload

ACH File Transmitted

Admin

o O O O O

User Created

User Pending Approval

User Approved

User Approval Rejected

User Information / Entitlements Changed

e Login

o

o

User Credentials Locked
User Email Address Changed
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e Positive Pay

Exception Items Ready for Review (ACH)

Exception Items Ready for Review (Check)

Check Exception Pending Decision up to 30 minutes Prior to Cutoff
ACH Exception Pending Decision up to 30 minutes Prior to Cutoff
ACH Filter Created

ACH Filter Edited

ACH Filter Deleted

o O O O O O O

e Stop Payment

o Stop Payment Created

o Stop Payment Pending Approval

o Stop Payment Approved

o Stop Payment - Approval Rejected

e Transfer

Transfer Created

Transfer Pending Approval

Transfer Approved

Transfer - Approval Rejected

Transfer - Edited / Deleted

Transfer Failed

Transfer/Loan Payment Pending Approval up to 30 minutes Prior to Cutoff

o O O O O O O

e Wire

o Wire Payment Created

Wire Payment Pending Approval

Wire Payment Approved

Wires - Approval Rejected

Wire - Edited / Deleted

Wire File Upload

Wire Payment Pending Approval up to 30 minutes Prior to Cutoff
o Foreign Currency Wire Payment Pending Approval up to 30 minutes Prior to Cutoff
o Wire Failed

o Rate Quote Contract Accepted

o Rate Quote Contract Approval Rejected

o Wire Beneficiary Created

o Wire Beneficiary Pending Approval

o Wire Beneficiary Approved
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o Wire Beneficiary - Edited / Deleted
o Wire Beneficiary - Approval Rejected

Configuring Notification Preferences
The preferences configured here determine how your notifications are sent and appear within
Orrstown Treasury Online.
1. From the [Username] Menu, select Notification Setup.
2. Enter or change your Email address.
3. Enter the phone number to receive text messages on for the Mobile # field.

This field is required if you select Text Message (SMS).
4. Select the toggle to enable the notification.

If it is gray, you do not receive a notification.

NOTE

If Orrstown Bank requires a particular notification, you cannot change the settings for that
notification.

5. Select the Email, Desktop Notification, or Text Message (SMS) check boxes for each
enabled (green) item to receive a notification using that method.

Repeat this step for every item in all sections.
6. Select Submit.

TIP
To return all fields to their default settings, select Reset.
Logging Off Orrstown Treasury Online

1. From the [Username] Menu, select Log Off.
A Confirm Log Out dialog box appears.

2. Select Log Out.

Cut-off Times
Access Cut-off Times in the top-right corner of Orrstown Treasury Online.

Cut-off times indicate when a wire, ACH, or internal transfer must take place by. For example,
if the cut-off time for Internal Transfers says 8:00 p.m., then all internal transfers should be
submitted by 8:00 p.m. for processing that day.

Orrstown Bank establishes cut-off times.

Notifications

Access Notifications in the top-right corner of Orrstown Treasury Online. Notifications also
appear in the bottom right corner of Orrstown Treasury Online while working.

Archive All

Select the Archive All option to archive, not remove, all notifications. Select Archive to confirm.
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View All Notifications

Select the View All Notifications option to see an entire list of notifications, even those that
have been archived. From this page, you can filter by type (All Notifications, Unread, Read,

and High-Priority).

Select the check mark beside the notification, and then select Mark Read, Mark Unread, or

Delete.

Filter the results by using the search box or by using the fly-out menu.
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Use the Message Center to send and receive secure messages to and from Orrstown Bank.

Click the Message Center button to access your inbox. You can also view your Sent or
Archived messages. When new messages are received, a notification is sent to your email

address on record.

Select the column headings to sort the messages in each of the available folders. You can also
enter information from one of the column headings in the Filter text box to search for a specific

message.
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Composing a Message

1. Select the Message Center button.
2. Select Compose.
3. Select a Subject from the drop-down list.

e Transaction Inquiry
e Checks

e Stop Payment
Security

Reports
Electronic Documents
Notifications
Transfer

Wire

e ACH

e Positive Pay

4. For the Attach File field, select Select File, and then choose the appropriate file if needed.
Accepted file type extensions are .csv, .doc, .docx, .gif, .jpeg, .jpg, .pdf, .png, and .txt.

5. Enter the Message to send to the financial institution.

6. Select Send.

Archiving a Message

1. Select the Message Center button.
2. Select a message to archive from the Inbox.

3. Select Archive.
An Archive Message dialog box opens.

4. Select Archive.

You can view archived messages by selecting Archived.

Performing an Advanced Search in Message Center

1. Select the Message Center icon.

2. Select Advanced Search beside the Filter text box.

3. Enter the Message ID, if known.

4. Select the Subject of the email from the drop-down list.
e Transaction Inquiry

e Checks
e Stop Payment
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Security

Reports

Electronic Documents
Notifications

Transfer

Wire

ACH

Positive Pay

5. Select a Date from the drop-down calendar when the email could have been sent, received,
or archived.

6. Select the Type of email.

e All

e Inbox

e Sent

e Archived

7. Select Search.

Dashboard

Use the Dashboard menu to view your accounts, news items, favorite reports, payments
pending approval, and other available widgets. You can also make transfers and quickly access
commonly used resource links.

TIP

Adjust the layout by selecting Configure Dashboard in the top-right corner of the
Dashboard. You can add, remove, edit, resize, and drag widgets to customize the
Dashboard to work best for you.

Accounts

Upon initial login, two account groups appear by default. No accounts appear until you assign
accounts to the groups by selecting Manage Groups. You can also edit the group names and
add or remove groups.

TIP
Select Details to view current, collected, and available balances and line amounts. You can
see a daily balance trend for the last 10 days and view the last 10 days of transactions.

e Manage Groups

o Add Accounts — Select Add Accounts to assign accounts to groups. Select the box next
to the accounts you want to assign to the group. Select Add Accounts to save.
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NOTE

An account can only be assigned to one group. If an account is currently assigned to a

group, you must first remove it before you can add it to another group. A group can have a

maximum of 50 accounts assigned.

o Create New Group — Select Create New Group to create an additional group to assign
accounts to. Enter a unique Group Name and then select Add Accounts to assign
accounts.

o Delete Group — Select Delete Group to remove the group.

Information Center

View news items, added by Orrstown Bank, in this widget. Select the drop-down arrows to
expand or collapse these messages. Different icons may appear in this widget. A blue icon
indicates information. A yellow icon indicates a warning. A black bell icon indicates an alert.

Resources

Access links to helpful and commonly used sites by Orrstown Bank in this widget.

Quick Transfer
Create a simple one-to-one transfer without leaving the Dashboard in this widget.

1. Use the type-ahead fields or select Search to choose the account number or account name
to transfer from and to.

2. Enter the amount and transfer date.

3. Review and confirm the transaction.

TIP
To initiate a bulk one-to-one, one-to-many, or many-to-one transfer, select Advanced
Transfer Options to go to the Create a Transfer - Internal Transfer page.

Quick Loan Payment

Create a quick payment on a loan without leaving the Dashboard in this widget.

Favorite Reports

The reports that have been marked as favorite appear in this widget. Selecting a report in this
widget takes you directly to that report, where you can view and customize the results, and
create a custom report.

TIP
By default, the widget is blank. You must mark reports as favorites in the Reporting

Dashboard for them to appear.
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Positive Pay

View, pay, or return the check and ACH exceptions that are pending approval in this widget.

Stop Payment Pending Approval

View, approve, or reject the stop payments that are pending approval in this widget.

Payments Pending Approval

View, approve, or reject the transfer, ACH, or wire payments that are pending approval in this
widget.

Accounts

Use the Accounts menu to search for and view a list of accounts categorized by type (deposit,
time deposits, and loans) and to search for specific transactions of accounts that you are
entitled to view.

Account List
Use the Account List view to see specific account details.

To find an account, start typing either the account number, account name, status, current
balance, collected balance, or available balance in the filter box at the top of the page.
Refresh Balances

Select at any point to ensure that you are viewing the most up-to-date account balance
information.

Account Number Link

Select this link to view more information about a particular account. An Account
Transactions window appears, and you can select Transaction Dates to view transactions
for a set time period. From the Account Transactions window, if you select Advanced
Transaction Search, you are redirected to the Research Transactions view.

Actions Drop-Down Menu
The following options are available from the Actions drop-down menu on the Account Lists
page:
e Transfer To - Redirected to the Create a Transfer page with account prefilled.
e Transfer From - Redirected to the Create a Transfer page with account prefilled.

e Download - Allows you to download account transactions from a specific Date Range
and in a specific Download Format.

Downloading Account Transactions

1. Goto Accounts > Account List.
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2. From the Actions drop-down list, select Download beside the appropriate account number.
A Download Account Transactions dialog box appears.

3. Select a Date Range.
4. Select a Download Format.
5. Select Download.

Research Transactions
Use the Research Transactions view to search for a specific transaction or type of transaction
across all accounts that you are entitled to view.

Research Transactions Panel

Select the link found in the Account column to view more details of the transaction, including the
Account Name, Account Type, Transaction ID, Transaction Type, and Description.

Select the View Check link found in the Check / Reference Number column to view the front
and back of check images.

NOTE
In the Amount column, a negative account balance appears in red and is wrapped in
parentheses, and a positive account balance appears in black.

Researching Transactions

1. Goto Accounts > Research Transactions.
2. Complete the fields in the Search Transactions panel, as necessary.

Transaction Date
Select the desired date or date range.
Account Type
The type of account. Accounts can be Checking, Savings, or Loan.
Accounts
Select the appropriate account numbers, or leave all accounts selected by default.
Check # / Reference #

Select Specific # or Range from the drop-down list. Then, enter the check number or
reference number used in the transaction.

Amount

Select Specific Amount or Range from the drop-down list. Then, enter the amounts in the
text boxes available.

Payment Type

Select any combination from the drop-down list. The options are:
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All Transactions
All Credits

All Debits

ACH

Wire

Transfer

Check

All payment types are selected by default.

Then, select Debit, Credit, or Both.

3. Select Search.
The transactions meeting the criteria entered appear in the Research Transactions panel.

Select Reset for the fields to return to their default settings.

Payments

Use the Payments menu to work with various payments. Access Transfer, Wire, ACH, Positive
Pay, and Stop Payment options from this menu.

Transfer
Within Payments > Transfer, you can create various internal transfers, view the transfer list,
search transfers, and approve or reject transfers.

Three icons appear throughout the Transfer view. Hover over or select these icons to view an
informational message.

i)

When this icon appears beside a transfer, it means that there is an information message
available for this transfer.

24
When this icon appears beside a transfer, it means that the transfer has been changed.

A

When this icon appears beside a transfer, it means that the transfer has an error.

A negative account balance appears in red, and a positive account balance appears in black
beneath the account numbers.
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Create Transfer

Use the Create Transfer view to create a one-to-one transfer, one-to-many transfer, or many-to-
one transfer.

Creating a Transfer

Use this option to submit a one-time or future-dated transfer from one account to one or more
accounts.

1. Go to Payments > Transfer > Create Transfer.
2. On the Create a Transfer tab, select the kind of transfer to create:

e One-to-One Transfers

e Many-to-One Transfers

e One-to-Many Transfers
3. Complete the fields.

Transfer From

Type the account number or select the icon to choose an eligible account from your account
list. The available balance appears under the account.

Transfer To
Type the account number or select the icon to choose an eligible account from your account
list. The available balance appears under the account.

Amount

Enter the amount of the transfer. The field auto-formats to add a dollar sign, commas, and
cents.

Frequency
Select one of the following options:

e One Time

e Weekly

e Every Two Weeks
e Twice a Month

e Monthly

e Quarterly

e Every Six Months
e Yearly

If any option except One Time is selected, you are not able to select Add Another Transfer
from this page.

Depending on your selection, you may be prompted to enter data in the following field
options:
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e Effective Date

e Repeat On Day or Repeat On Days
e Repeat On

e Start On

e End On

Transfer Date

Select the date of the funds transfer using the B calendar feature.
Memo

Enter information related to the funds transfer.
4. Select to add additional transfer details, if necessary.

Depending what kind of transfer you are making, you can initiate multiple one-to-one
transfers, add additional Transfer From accounts in a Many-to-One transfer, or add
additional Transfer To accounts in a One-to-Many transfer at one time.

5. Select Review.
You proceed to the Review tab.

6. Review the transfer information entered to ensure that it is accurate.
7. Select Confirm.
The Internal Transfer Confirmation screen appears.
From the Internal Transfer Confirmation screen, you can take the following actions:

e Create Another Transfer
e View Transfer Activity

Creating a Transfer from a Template
Use the Create Transfer from Template view to work with transfer templates.

1. Select which templates to use.
NOTE
You can only initiate templates with a Ready status.

2. Select Initiate Payments.

3. Review the transfer information to ensure it is accurate and make any necessary changes to
the Amount, Frequency, or Date fields.

4. Select Review.

5. Select Confirm to submit.
The confirmation screen appears.
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Transfer Activity
Use the Transfer Activity view to look at a list of transfers with various statuses and view
transaction history.

You can search for a specific transfer, or approve, reject, and cancel transfers from this view.

Searching Transfers

1. Go to Payments > Transfer > Transfer Activity.

2. Complete the fields in the Search Transfers panel, as necessary.

Transfer Date
Select either Date Range or Specific Date from this drop-down list, and then enter the date
of the funds transfer using the & calendar feature.

Status

Select any combination of the following options for the transfer status:

Select All

Pending Approval
Scheduled
Submitted
Approval Rejected
Cancelled

Failed

All statuses are selected by default.

Account

Select Both, From, or To, and then select the appropriate From or To account numbers
from the drop-down lists available.

Amount

Select Specific Amount or Range from the drop-down list. Then, enter the amounts in the
text boxes available.

Transaction ID
Enter the transaction ID that generated when the transfer was submitted.

Created Date
Select either Date Range or Specific Date from the drop-down list, and then enter the date
using the & calendar feature.

3. Select Search.
The Transfer Activity screen updates with transactions matching the criteria entered, and
the number of results appears at the bottom. The Transfer Activity allows you to view and
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work with transfers that are in the following statuses: Pending Approval, Approval Rejected,
Scheduled, Cancelled, or Failed.

Select Reset for the fields to return to their default settings.
Editing a Scheduled Transfer

The Transfer Activity list allows you to view and work with transfers that are in the following
statuses: Approval Rejected, Scheduled, or Failed.

1. Go to Payments > Transfer > Transfer Activity.

. Select the Transaction ID of the transfer to change.

. Select Edit Transfer.

. Edit the fields, as necessary.

a b~ W DN

. Select Confirm.
The Confirm Resubmission dialog box appears.

6. Enter a comment in the field, and then select Resubmit Transfer.
Your transfer has been resubmitted.
Approving or Rejecting a Transfer

1. Go to Payments > Transfer > Transfer Activity.
2. Select the check box beside the Transaction ID to approve or reject.

3. Select either Approve or Reject.
A Confirm Approval or Confirm Rejection dialog box appears.

4. Enter Comments for the approval or rejection, if necessary.
5. Select either Approve Transfer or Reject Transfer.

Canceling a Transfer

1. Go to Payments > Transfer > Transfer Activity.

2. Select Cancel Transfer beside the transaction to cancel.
The Confirm Cancellation dialog box appears.

3. Enter a comment in the field, and then select Cancel Transfer.
You receive a confirmation message that your transfer has been successfully canceled.

Recurring Transfers

Use the Recurring Transfers view to locate, approve, reject, and cancel a recurring transfer
series.

Searching Recurring Transfers

1. Go to Payments > Transfer > Recurring Transfers.
2. Complete the fields in the Search Recurring Transfers panel, as necessary.

Status
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Select any combination of the following options for the transfer status:

Select All

Pending Approval
Scheduled
Submitted
Approval Rejected
Cancelled

Failed

All statuses are selected by default.

Account
Select Both, From, or To, and then select the appropriate From or To account numbers
from the drop-down lists available.

Transaction ID
Enter the transaction ID that generated when the transfer was submitted.

Frequency

Select any combination of the following options:

e One Time

e Weekly

Every Two Weeks
Twice a Month
Monthly

Quarterly

Every Six Months
Yearly

All options are selected by default.

Transfer Amount

Select either Specific Amount or Amount Range from the drop-down list, and then enter the
amount of the recurring transfer.

Next Transfer Date
Select either Date Range or Specific Date from the drop-down list. Then, enter the dates of
the transfer in the text boxes available using the & calendar feature.

Created Date
Select either Date Range or Specific Date from the drop-down list, and then enter the date
using the [ calendar feature.

3. Select Search.
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Recurring Transfers updates with transactions matching the criteria entered. The Recurring
Transfers view allows you to view and work with transfers that are in the following statuses:
Pending Approval, Approval Rejected, Scheduled, Cancelled, or Failed.

TIP
Select Reset for the fields to return to their default settings.

Approving or Rejecting a Recurring Transfer

1. Go to Payments > Transfer > Recurring Transfers.

2. In the Recurring Transfer List panel, select the check box beside the Transaction ID to
approve or reject.

3. Select either Approve or Reject.
An Approve Transfers or Reject Transfers dialog box appears.

4. Enter Comments appropriate for the approval or rejection.
5. Select either Approve Transfers or Reject Transfers.

Canceling a Recurring Transfer Series

1. Go to Payments > Transfer > Recurring Transfers.

2. Select Cancel Series beside the recurring transfer to cancel.
A Confirm Cancellation confirmation dialog box appears.

3. Enter Comments appropriate for the cancellation.

4. Select Cancel Recurring Series.
The series is successfully canceled.

Transfer Templates
Use the Transfer Templates view to work with transfer templates.

You can select check boxes for templates that are ready. Use the Actions drop-down menu to
Initiate, View, Edit, or Delete a transfer template. Select the Template Name link to view, edit, or
delete its details.

You can sort the information in ascending or descending order by selecting individual column
headers.

From this view, you can also work with templates to perform the following options, based on
status:

Approve or reject payments
View templates

Initiate payments

Delete templates

Edit templates

e Search templates
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e Create templates
Creating a Transfer Template

1. Go to Payments > Transfer > Transfer Templates.
2. Select Create New Template.
3. Select the type of transfer:

e One-to-One Transfers
e One-to-Many Transfers
e Many-to-One Transfers

4. Complete the following fields on the Transfer Template Details tab.

Template Name
Enter the name of the template.
Transfer From

Type the account number or select the icon to choose an eligible account from your account
list. The available balance appears under the account.

Transfer To

Type the account number or select the icon to choose an eligible account from your account
list. The available balance appears under the account.

Amount

Enter the amount of the transfer. The field auto-formats to add a dollar sign, commas, and
cents.

Memo
Enter information related to the funds transfer.

5. Select Review.
You proceed to the Review tab.

6. Review the information entered to ensure that it is accurate.
7. Select Confirm.
You proceed to the Confirmation tab, confirming that the transfer template is ready.

NOTE
From this screen, you can Create Another Transfer Template or View Transfer
Templates.

Searching for a Transfer Template

1. Go to Payments > Transfer > Transfer Templates.
2. Complete the fields in the Search Transfers Templates panel.

TIP
Select Reset for the fields to return to their default settings.

Orrstown Treasury Online Channel 33



3. Select Search.

Create Loan Payment

Use the Create Loan Payment view to make a loan payment.
1. Go to Payments > Transfer > Create Loan Payment.

2. Enter the From Account.

3. Enter the To Loan Account.

NOTE

If the loan is past-due but the company allows payments submitted anyway, a notification
appears which states that the amount due may not reflect additional fees.

If the company does not allow payments on loans past-due, a message appears, stating that
you must contact Orrstown Bank.

4. Select the Payment Option.

You can choose to make a Regular Payment or pay to Principal Only.

. Enter the Amount.

. Enter the Payment Date.

. Enter a Memo, if desired.

. Select Review.

© 00 N o O

. Confirm that the payment looks accurate.
10. Select Confirm.

Loan Payment Activity
Use the Loan Payment Activity view to look at a list of loan payments with various statuses and
view payment history.

You can search for a specific payment, or approve, reject, and cancel payments from this view.

NOTE
You can only select Edit Payment when the payment status is Approval Rejected,
Scheduled, or Failed.

Wire

Within Payments > Wire, you can create recurring, future-dated, and one-time domestic and/or
international wires. You can also create domestic and/or international beneficiaries, view wire
activity, search wires, download or print a PDF or .csv file for a payment in detail or summary
view, and approve or reject wires.

Create USD Wire
Use the Create USD Wire view to create domestic, or multiple USD domestic wires.
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Create USD Wire ©

1. Payment and Beneficiary Information 2. Review 3. Confirmation

Domestic  Create Multiple Wires

Payment Information

Wire Company Name: * v
Debit Account: * Select Accounts Q
Beneficiary. * © Select 3 Beneficiary Q

Wire Amount: * 0.00 UsD
Frequency: * One Time v
Effective Date: * 11/12/2019 i)

Purpose: Purpose of Payment

Additional Information. @ Sender to Receiver Info. Line 1 -+

Reference Beneficiary: @

m :;:L . Cance'

Creating a USD Domestic Wire

Domestic wires can be sent to individuals or companies banking within the United States.
1. Go to Payments > Wire > Create USD Wire.

2. On the Payment and Beneficiary Information tab, select Domestic.

3. Complete the fields.

TIP
Select Reset for the fields to return to their default settings.
Wire Company

Select the wire company that is used to originate the wire.
Debit Account

Start typing the account number in this field, and the matching entry auto-completes. Select
Q search to select which account to debit.
Beneficiary

Type the beneficiary's name or select the search icon from your list of beneficiaries.
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NOTE

If your beneficiary is not available, you can select Enter Beneficiary. The Beneficiary
Information section opens for you to add the beneficiary before continuing with your wire
creation. The entered beneficiary does not appear in the Wire Beneficiary view for future

use.

Search Beneficiaries

Q  Not found? Enter Beneficiary

Beneficlary Account

123456

123456

123456

12345

123456

123456

Wire Amount
The amount of the wire transaction.
Frequency

Select the frequency.

One Time
Weekly

Every Two Weeks
Twice a Month
Monthly

Quarterly
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Beneficiary Name = Kumber * Bank 1D : Bank Name ©

Bank Country -

UNITED STATES

UNITED STATES

UNITED STATES

UNITED STATES

UNITED STATES

UNITED STATES

UNITED STATES

UNITED STATES

UNITED STATES

Select

Select

Select

Select

Select

Select

Select

Select



e Every Six Months

e Yearly

Depending on your selection, you may be prompted to enter wire data in the following field
options:

e Effective Date

e Repeat On Days

e Repeat On

e Start On

e End On

Effective Date

The effective date the wire transaction occurs.
Purpose

Enter a short description of the wire.
Additional Information

Enter a specific memo that the beneficiary can view when they receive the wire. Select +
Add to add another additional information line or select @ Delete to remove an additional
information line.

4. Select Review.
You proceed to the Review tab.

5. Review the information entered to ensure that it is accurate.

6. Select Confirm.
You proceed to the Confirmation tab, confirming that you have created a domestic wire.

NOTE
From this screen, you can select Create Another Wire, Save as Template, or View Wire
Activity.

TIP

To save the beneficiary and bank details to reuse later, select Save as Template. Enter
a unique Template Name and select Create Template. Templates may be subject to
approval.

Creating Multiple USD Wires

1. Go to Payments > Wire > Create USD Wire.

2. On the Payment and Beneficiary Information tab, select Create Multiple Wires.
You are transferred to the Wire Beneficiaries page.
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Create USD Wire ©

1. Payment and Beneficlary Information 2. Review 3. Confirmation

@ Domestic International Create Multiple Wires
Payment Information
Wire Company Name: * v
Debit Account: * Select Accounts Q
Beneficiary. * @ Select a Beneficiary Q
Wire Amount: * 0.00 usD
Frequency: * One Time v
Effective Date: * 01/29/2020
Purpose: * Pumpose of Payment
Additional Information: @ Sender to Receiver Info. Line 1 -+

Reference Beneficiary: @

m pi’ ‘v- ‘-;.. Cance!

3. Select one or more check boxes beside the appropriate Beneficiary Name.
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Select Beneficiaries

v 123456
122456

12345

Initiate Payments

4. Select Initiate Payments.
The Create Multiple Wires page appears.

Bank Name ©

Created

Country=  Cumency s Date:

us

us

us

us

us

us

us

5. Complete the required fields for each Beneficiary Name selected.

The fields available depend on if the wire is domestic or international.

Benefciary * a o Wire Amourt
ACCOUNt Nurnder
Bank (0 Frequency *
Wew Company Name *  Select Wice Company v Effective Date *
Debt Account et Accoun Q
Beostciny * Q O  WreAmount
Account Namder 12345
Bark IO Freguency *
Wre Company Name *  Select Wire Company b Effacte Date *
Dett Account. * SRR At Q
Beneficiary

One Time

=

Purpose *

usD

uso

usop

usp

usop

uso

usop

Adotona! Infoematon ©

Referance Bereficlry. @

Puarpose *

Adationa! informaton: @

Reference Beneficisy @

01/04/2018

01/31/2018

/3172018

01/31/2018

01/3172018

o2/15/2018

02/15/2018

Type the beneficiary's name or select the search icon from your list of beneficiaries.

Wire Company

Select the wire company that is used to originate the wire.
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Debit Account
Start typing the account number in this field, and the matching entry auto-completes. Select
Q search to select which account to debit.

Wire Amount
The amount of the wire transaction.

Frequency

Select one of the following options:

e One Time

e Weekly

Every Two Weeks
Twice a Month
Monthly

Quarterly

Every Six Months
Yearly

Effective Date
The effective date the wire transaction occurs.

Purpose
Enter a short description of the wire.

Additional Information
Enter a specific memo that the beneficiary can view when they receive the wire. Select +
Add to add another additional information line or select @ Delete to remove an additional
information line.

6. Select Review.
You proceed to the Review tab.

7. Review the information entered to ensure that it is accurate.

8. Select Confirm.
You proceed to the Confirmation tab, confirming that you have created multiple wires.

Create USD Wire from Template
Use the Create USD Wire from Template view to work with wire templates.
Creating USD Wires from Templates

1. Go to Payments > Wire > Create USD Wire from Template.
The list of wire templates appears.

2. Select the check box next to the wire templates to initiate.

NOTE
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You cannot select a check box for templates not in a Ready status.

Wire Templates e Benehcianes

v Mondsy Wites
Rayzoll

@ new wite

Initiate Payments

3. Select Initiate Payments.
The Create Multiple Wires from Templates page appears.

4. Complete the required fields for each template selected.

Domestic

Domestic

International

Domestic

Domestic

B Main Op

Opetations

Oparations

8 Main Op

Cperations

Operations

Operations

Operations

B Main Op

The fields available depend on if the wire is domestic or international.

new wire

Benaficiary. Addison
ACCOUNt Number:
Bank ID

Wire Company Name. I

Debit Account: Operations
payroll
Beneficiary. Jm
Acoount Number:
Bank ID

Wire Company Name. s

Debit Account: Operations

Orrstown Treasury Online Channel

Frequency, *

Effective Date

Wire Amount: *

Frequency *

Effective Date *

$0.00

One Time

01/29/2020

$0.00

One Time

01729/2020

41

Create New Template & Download = | & Print
Ready Actions «
Ready Actions ~
Ready Actions =
Ready Actions «
Ready Actions -
Ready Actions «
Ready Actions =
Ready Actions =
Ready Actions ~
Remove
Rirposics [ Purposa of Payment ‘
Adational Information: @ Invoice # +
Reference Beneficary ©
Remove
Purpose * TEST
Adattional Information: @ | Sendr 10 Pecesver Inf +

Reterence Beneficiary. @



Wire Amount
The amount of the wire transaction.
Frequency

Select one of the following options:

One Time
Weekly

Every Two Weeks
Twice a Month
Monthly

Quarterly

Every Six Months
e Yearly

Effective Date
The effective date the wire transaction occurs.

5. Select Review.
You proceed to the Review tab.

6. Review the information entered to ensure that it is accurate.

7. Select Confirm.
You proceed to the Confirmation tab, confirming that you have created multiple wires.

Upload Wires (must contact Orrstown if interested)
Users can upload wire files to import their data into Orrstown Treasury Online.

Uploading wire files eliminates the need to input individual wires when volume is a concern.
Users can review, edit, and confirm wire file contents before submitting them.

Uploading Wire Files

Uploading wire files eliminates the need to input individual wires when volume is a concern.
Users can review, edit, and confirm wire file contents before submitting them.

1. Go to Payments > Wire > Upload Wires.

2. Select the wire file to upload.
After the file uploads, an overview of each wire in the file appears, including the file name
and summary details.

3. Select Details to view details for a selected wire.
Users can edit payment information while viewing the details.
4. If necessary, deselect any wires to exclude them from processing.
5. Select Review.
6. Verify that all information appears as expected.
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You can view payment details by selecting Details if needed and select the Back option to
return and edit any incorrect wire details.
7. When all details appear accurate, select Confirm.

Create FX Wire
Use the Create FX Wire view to work with all international wires in USD or foreign currency.

Creating International USD and Foreign Currency Wires

1. Go to Payments > Wire > Create FX Wire.
2. Obtain a quote by completing the required fields.

Create FX Wire ©

1. Payment and Beneficiary Information 2. Review 3. Confirmation

Payment Information

Destination Currency: * Australian Dollar - AUD v
Wire Amount. * © 30.00
Get Quote

Destination Currency
Select the currency that wire funds are converting to.

Wire Amount
Enter the amount of the wire. Use the slide bar to indicate if the entered amount is a USD

value or a destination currency value. For example, indicate if you are sending $1000.00 in
USD or 1000 in Euros.

Get Quote
Displays the quote information, which includes the exchange rate, USD amount, foreign

currency amount, fees, and total cost.
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TIP
Select Get New Quote to change quote options.

Payment Information

© 4:51
Rate: 0.7421
USD Amount: $30.00 Exchange Fee $0.01
AUD Amount: 4043 Total Cost of Wire: $30.01

Get New Quote

3. Enter the payment information by completing the fields.

Wire Company
Select the wire company that is used to originate the wire.

Debit Account
Start typing the account number in this field, and the matching entry auto-completes. Select
Q search to select which account to debit.

Beneficiary

Select Search to select an existing beneficiary. Once selected, the beneficiary's information
appears to the right of the field.

Purpose
Enter a short description of the wire.
Additional Information
Enter a specific memo that the beneficiary can view when they receive the wire. Select +

Add to add another additional information line or select @l Delete to remove an additional
information line.

4. Select Review.
You proceed to the Review tab.

5. Review the information entered to ensure that it is accurate.
6. Select Confirm & Accept Quote.
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7. Review and agree to quote terms by selecting Accept.

Accept Rate Quote x
USD/AUD: 0.7421 O 4:28

USD Amount: $30.00
AUD Amount: 40.43 Exchange Fee: $0.01
Effective Date 01/29/2020 Total Cost of Wire: $30.01

Create Contract

A By selecting 'l agree’ and ‘Accept’, you are entering into a contract to transfer funds at the exchange rate that has been
quoted

Deadline:
The deadline to approve an international transfer is

- 1agree

8. Select Confirm to accept the quote contract.

NOTE
Changes cannot be made once the quote contract is accepted and confirmed.

You proceed to the Confirmation tab, confirming that you have created a foreign currency
wire.

NOTE

From this screen, you can select Create FX Wire, Create USD Wire, or View Wire Activity.
Wire Activity
Use the Wire Activity view to work with wires.
Three icons appear throughout the Wire Activity view.

o

When this icon appears beside a wire, it means that there is an information message
available for this wire transaction.

@

When this icon appears beside a wire, it means that the wire transaction has been changed.
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A
When this icon appears beside a wire, it means that the wire transaction has an error.

Select the Transaction ID, and the Wire Detail window appears and displays both wire payment
and beneficiary information.

Searching for a Wire Payment

1. Go to Payments > Wire > Wire Activity.
2. In the Search Wire Payment panel on the left, complete the fields, as necessary.
Wire Company Name

Select the wire company or companies to search for from this drop-down list.
Wire Type

Select Both, Domestic, or International to specify the wire search type.

NOTE
The International option may not appear depending on your Orrstown Bank approved settings. If you are
interested in international wire services, please contact your Treasury Management Sales Consultant.

Status
Select any combination of the following options:

Select All

Pending Approval
Approval Rejected
Ready for Quote
Transmitted
Cancelled

Posted

Failed

Expired
Scheduled

All options are selected by default. You can select one or multiple options.

Debit Account
Select the affected debited wire accounts.
Beneficiary Name
Enter the beneficiary's full name.
Transaction ID
The transaction ID that generated when the wire was submitted.
OMAD
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Stands for Output Messaging Accountability Data. This entry represents a combination of a
date, destination identifier, and sequence number assigned to a FedWire message when it
is processed by the Federal Reserve Bank Funds Transfer application.

Currency
Select a currency from the drop-down list that the financial institution supports.
Wire Amount

Select Specific Amount or Amount Range from this drop-down list, and then enter the wire
amount, if applicable.

Effective Date
Enter the wire's Specific Date or Date Range, if applicable, and then enter the date using
the [ calendar feature.

Created Date
Select either Date Range or Specific Date from the drop-down list, and then enter the date
using the & calendar feature.

3. Select Search.
TIP
Select Reset for the fields to return to their default settings.

Editing a Wire

NOTE
You can only edit USD (domestic and international) wires. You cannot edit foreign currency
wires.
1. Go to Payments > Wire > Wire Activity.
2. Select the Transaction ID.
3. Select Edit.
You can only edit if the wire transaction has a status of:
e Approval Rejected

e Failed
e Scheduled

4. Edit the fields, as necessary.
5. Select Review.
6. Select Confirm.

Approving or Rejecting a Wire

1. Go to Payments > Wire > Wire Activity.
2. Select the check box beside the Transaction ID.
3. Select Approve or Reject.
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The Approve this Wire or Reject this Wire dialog box appears.

4. Enter a comment in the field, and then select Approve or Reject.
A confirmation message appears.

Canceling a Wire Transfer

You can only cancel USD (domestic and international) wires. You cannot cancel foreign
currency wires.

1. Go to Payments > Wire > Wire Activity.

2. Select Cancel Wire.
The Cancel Wire dialog box appears.

3. Enter Comments about the cancellation, and then select Cancel Wire.

Wire File Activity
The Wire File Activity view allows users to work with wire files.

The Wire File Activity screen shows a list of wire files that users have uploaded. Users can
access this information via the navigation menu by selecting Payments > Wire > Wire File
Activity.

Users can view the following information for uploaded wires:

File Name

File Size

Uploaded By

Total Amount

Total Wires

Wire statuses, including Approved / Submitted, Pending, Rejected, and Expired.

Users can select to Review one or more wires to view only activity associated with the selected
items.

Users are also able to Search Wire File Activity based on the following factors:

File Name
Updated By
Upload Date
Total Amount

Recurring Wires
Use the Recurring Wires view to work with recurring wires.

Only wires that were created with a recurring Frequency appear on this list.

Select the Transaction ID, and then the Recurring Wire Detail screen appears and displays
both wire payment and beneficiary information.
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Searching for a Recurring Wire

1. Go to Payments > Wire > Recurring Wires.
2. In the Search Recurring Wire panel, complete the fields, as necessary.
Status

Select any combination of the following options:

Select All

Pending Approval
Approval Rejected
Cancelled
Scheduled
Completed

Failed

All options are selected by default. You can select one or multiple options.

Debit Account
Select the affected debited wire accounts.
Beneficiary Name
Enter the beneficiary's full name.
Transaction ID
The transaction ID that generated when the wire was submitted.
Frequency

Select any combination of the following options:

e Weekly

e Every Two Weeks
Twice a Month
Monthly

Quarterly

Every Six Months
Yearly

All are selected by default.

Wire Amount

Select Specific Amount or Amount Range from this drop-down list, and then enter the wire
amount, if applicable.

Next Payment Date
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Select either Date Range or Specific Date from the drop-down list, and then enter the date
using the & calendar feature. Select Specific Date to search for when a scheduled wire is
going to be transmitted next on a specific date. Select Date Range to search for when a
scheduled wire is going to be transmitted next within a date range.

Created Date
Select either Date Range or Specific Date from the drop-down list, and then enter the date
using the & calendar feature.

3. Select Search.

TIP
Select Reset for the fields to return to their default settings.

Editing a Recurring Wire

1. Go to Payments > Wire > Recurring Wires.
2. Select the Transaction ID.
3. Select Edit.
NOTE
You cannot edit a recurring wire in a Pending Approval status.
4. Edit the fields as necessary.
5. Select Review.
6. Select Confirm.

Canceling a Recurring Wire Series

1. Go to Payments > Wire > Recurring Wires.

2. Select Cancel Series beside the recurring wire.
The Cancel Wire dialog box appears.

3. Enter Comments about the cancellation, and then select Cancel Wire.
Wire Templates
Use the Wire Templates view to work with wire templates.

You can select check boxes for certain templates or select all that are ready. Use the Actions
drop-down menu to Initiate, View, Edit, or Delete a wire template. Select the Template Name
link to view, edit, or delete its details.

You can sort the information in ascending or descending order by selecting individual column
headers. Select templates with a Ready status to initiate a payment.

From this view, you can also work with templates to perform the following options, based on
status:

e View templates
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Initiate templates
Delete templates
Edit templates
Search templates
Create templates

Creating a Wire Template

1. Go to Payments > Wire > Wire Templates.
2. Select Create New Template.
3. Select whether the wire template is Domestic or International.

NOTE

The International option may not appear depending on Orrstown established settings. If you have interest in
international services, please contact your Treasury Management Sales Consultant.

4. Complete the following fields on the Payment and Beneficiary Information tab.

Template Name
Enter the name of the template.
Wire Company
Select the wire company that is used to originate the wire.
Debit Account
Select the affected debited wire accounts.
Beneficiary
Type the beneficiary's name or select the search icon from your list of beneficiaries.
Purpose
Enter a short description of the wire.
Additional Information
Enter a specific memo that the beneficiary can view when they receive the wire. Select +

Add to add another additional information line or select @ Delete to remove an additional
information line.

5. Select Review.
You proceed to the Review tab.

6. Review the information entered to ensure that it is accurate.

7. Select Confirm.
You proceed to the Confirmation tab, confirming that the wire template is ready.

NOTE
From this screen, you can Create Another Wire Template or View Wire Templates.

Searching for a Wire Template

1. Go to Payments > Wire > Wire Templates.
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2. Complete the fields in the Search Templates panel.

TIP
Select Reset for the fields to return to their default settings.

Template Name

Enter the name of the template.
Wire Company

Select the wire company that is used to originate the wire.
Wire Type

Select Both, Domestic, or International to specify the wire search type.

NOTE
The International option may not appear depending on Orrstown Bank settings. If you are interested in
international services, please contact your Treasury Management Sales Consultant.

Status
Select All (default), Pending Approval, Approval Rejected, or Ready to narrow the search
results.

Debit Account
Select the affected debited wire accounts.

Beneficiary Name
Enter the beneficiary's full name.

Created Date
Select either Date Range or Specific Date from the drop-down list, and then enter the date
using the & calendar feature.

3. Select Search.
The Wire Templates view allows you to view and work with templates that are in the following

statuses: Pending Approval, Approval Rejected, or Ready.

Wire Beneficiaries
Use the Wire Beneficiaries view to work with beneficiaries.

You can work with beneficiaries that are in Pending Approval, Approval Rejected, or Approved
status. The ability to edit or delete a beneficiary is limited if the beneficiary is linked to a wire

template.

Beneficiary Name

Select to see the Beneficiary Detail window. From this window, depending on the status of
the beneficiary, you can edit the details, and approve or reject this person as a beneficiary.

Actions Drop-Down Menu
The following options are available from the Actions drop-down menu:
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e View
e Initiate
e Delete

Initiating Wire Payments
You can only initiate USD (domestic and international) wires using these steps.

1. Go to Payments > Wire > Wire Beneficiaries.
2. Select one or more check boxes beside the appropriate Beneficiary Name.

3. Select Initiate Payments.
The Wire Details page appears.

4. Complete the required fields for each Beneficiary Name selected.
Beneficiary
Type the beneficiary's name or select the search icon from your list of beneficiaries.
Wire Company
Select the wire company that is used to originate the wire.
Debit Account
Start typing the account number in this field, and the matching entry auto-completes. Select
Q search to select which account to debit.
Wire Amount
The amount of the wire transaction.
Frequency

Select one of the following options:

One Time
Weekly

Every Two Weeks
Twice a Month
Monthly

e Quarterly

e Every Six Months
e Yearly

Effective Date

The effective date the wire transaction occurs.
Purpose

Enter a short description of the wire.
Additional Information
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Enter a specific memo that the beneficiary can view when they receive the wire. Select +
Add to add another additional information line or select @ Delete to remove an additional
information line.

5. Select Review.
You proceed to the Review tab.

6. Review the information entered to ensure that it is accurate.
7. Select Confirm.

You proceed to the Confirmation tab, confirming that you have created multiple wires.
Searching Beneficiaries

1. Go to Payments > Wire > Wire Beneficiaries.
2. In the Search Beneficiaries panel on the left, complete the fields as necessary.
Type

Select Both, Domestic, or International to specify the beneficiary search type.
Status

Select All (default), Pending Approval, Rejected, or Ready to narrow the search results
based on the beneficiary's status.

Name
Enter the beneficiary's full name.
Account Number
The account number tied to the beneficiary.
Bank ID
Enter the beneficiary's bank ID.
Bank Name
Enter the beneficiary's bank name.
Country
Select the country in which the beneficiary lives from the drop-down list.
Created Date
Select either Date Range or Specific Date from the drop-down list, and then enter the date
using the & calendar feature.
3. Select Search.

TIP
Select Reset for the fields to return to their default settings.

Editing a Beneficiary

1. Go to Payments > Wire > Wire Beneficiaries.
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2. Select the Beneficiary Name.
A Beneficiary Detail window appears.

3. Select Edit.
4. Edit the fields, as necessary.
5. Select Review.

Success! This Beneficiary is ready for usejEloJeEIES

Approving or Rejecting a Beneficiary

1. Go to Payments > Wire > Wire Beneficiaries.
2. Select the check box next to the Beneficiary Name.

3. Select Approve or Reject.
The Comments For Status Change dialog box appears.

4. Enter a comment in the field, if necessary, and then select Approve or Reject.

You can also approve or reject a beneficiary while editing a beneficiary on the Beneficiary Detall
window. From this window:

1. Select Approve or Reject.

The Comments For Status Change dialog box appears.
2. Enter a comment in the field, if necessary, and then select Approve or Reject.

Deleting a Beneficiary

1. Go to Payments > Wire > Wire Beneficiaries.

2. Select Delete Beneficiary.
The Confirm Deletion dialog box appears.

3. Enter a comment in the field, and then select Delete Beneficiary.
This beneficiary is removed and no longer exists in the system.

Creating a Domestic Beneficiary
Domestic beneficiaries can receive single, future-dated, or recurring domestic wires.

1. Go to Payments > Wire > Wire Beneficiaries.
2. Select Create New Beneficiary.

Wire Beneficiaries

Thoma hcaary Wame. Account Nunder ot 10 1 i Wame Commry & Date Satn 1 Actiess

Viewing 12 of 2 Beneficiaries 25
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3. On the Beneficiary Information tab, select Domestic.

Create a Domesfic Beneﬁéiary

1. Benwficiary information 2. Review 3. Confirmation

@ Domestic Intematonal

Bank ID 2 » a Intermediary Bank Information

Bank ID
Bank Name *

Bank Name
Bank Cty *

Cay
Bank State * v

State
Account Number *
Re-enter Account Nusnber *
Name *

Address

City *

4. Complete the fields.

TIP

Select Reset for the fields to return to their default settings.
Bank ID

Enter the beneficiary's bank ID.
Bank Name

Enter the beneficiary's bank name.
Bank City

Enter the city where the bank that the beneficiary uses is located.
Bank State

Enter the state where the bank that the beneficiary uses is located.
Account Number

Enter the beneficiary's account number that receives the wire credit.
Re-enter Account Number

Re-enter the beneficiary's account number that receives the wire credit.

Name

Enter the beneficiary's full name.
Address

Enter the beneficiary's receiving location's address.
City
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Enter the city where the bank that the beneficiary uses is located.
State

Enter the state where the bank that the beneficiary uses is located.
ZIP Code

Enter the ZIP code of the bank that the beneficiary uses.
Notes

Enter any additional information about this beneficiary.

5. Select Review.
You proceed to the Review tab.

6. Review the information entered to ensure that it is accurate.

7. Select Confirm.
You proceed to the Confirmation tab, confirming that you have successfully created a
domestic beneficiary. Depending on your settings, you may not be able to send a domestic
wire to this beneficiary until they are in an Approved status.

NOTE
From this screen, you can select Send a Wire to this Beneficiary, Create Another
Beneficiary, or Wire Beneficiaries.

Creating an International Beneficiary
International beneficiaries can receive immediate domestic intermediary or foreign bank wires.

1. Go to Payments > Wire > Wire Beneficiaries.
2. Select Create New Beneficiary.

Wire Beneficiaries

Croaing
U hcunry W ¢ Account Nunde ot 101 i e Comry & Date 3 Sat 1 Actiess

Viewing 12 of 2 Beneficiaries 28

3. On the Beneficiary Information tab, select International.
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Create an International Beneficiary

R

Domestc @ Inlemational * Indicates Requred Fiekd

Account Number * Bank 1D * Swift Code v

Re-enter Account Number Bank Name *
Name * Bank Country v
Couny:* UNITED STATES - BackBedomc:
Address "
Bank City *
Cay * State Provinge/Tesmtory. *
State » Postal Code

4. Select USD or Foreign for the Currency Type field.

NOTE

This option may not appear depending on Orrstown Bank settings. If you are interested in international
services, please contact your Treasury Management Sales Consultant.

5. Complete the fields.

TIP

Select Reset for the fields to return to their default settings.
Account Number

Enter the beneficiary's account number that receives the wire credit.
Re-enter Account Number

Re-enter the beneficiary's account number that receives the wire credit.
Name

Enter the beneficiary's full name.
Country

Enter the beneficiary's country.
Address

Enter the beneficiary's receiving location's address.
City

Enter the beneficiary's city.
State/Province/Territory

Enter the beneficiary's state, province, or territory information.
Postal Code
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Enter the beneficiary's ZIP code.
Notes

Enter any additional information about this beneficiary.
Bank ID

Enter the beneficiary's bank ID. Select the drop-down menu to choose the applicable field
of Swift Code, IBAN Number, or Sort Code.

Bank Name
Enter the name of the bank that the beneficiary uses.
Country
Enter the country where the bank that the beneficiary uses is located.
Bank Address
Enter the bank's address that the beneficiary uses.
City
Enter the city where the bank that the beneficiary uses is located.
State/Province/Territory
Enter the state, province, or territory where the bank that the beneficiary uses is located.
Postal Code
Enter the ZIP code of the bank that the beneficiary uses.
6. Select a situation and complete the corresponding steps.
Your choice depends on Orrstown Bank's requirements.

Situation Steps
Adding.a 1. Select Search, and then select the correct bank from the Bank
domestic Lookup screen.

intermediary bank.
The system auto-fills the required fields.

2. Enter the Bank ID, Account Number, Notes, Bank Name, City,
and State.

Bank ID and Bank Name are required fields.

Adding an 1. Enter the Bank ID, and then select if the ID is a Swift Code, IBAN
international Number, or Sort Code from the drop-down list.
intermediary bank. 2. Enter the Bank City, Notes, Bank Name, and Bank Country.

Bank ID, Bank Name, and Bank Country are required fields.
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7. Select Review.
You proceed to the Review tab.

8. Review the information entered to ensure that it is accurate.

9. Select Confirm.
You proceed to the Confirmation tab, confirming that you have successfully created an
international beneficiary. Depending on your settings, you may not be able to send an
international wire to this beneficiary until they are in an Approved status.

NOTE
From this screen, you can select Send a Wire to this Beneficiary, Create Another
Beneficiary, or Wire Beneficiaries.

Wire Upload Formats
Users can manage wire upload formats from this screen.

The Wire Upload Template Formatting Tool allows users to build either a fixed position or
delimited file map by selecting Create New Format.

Users can also delete or view formats from this screen. By selecting the Upload Format name,
users can view and edit the selected format.

Creating Wire Upload Formats

Wire upload formats allow users to manage how Orrstown Treasury Online imports uploaded
wire files.

1. Go to Payments > Wire > Wire Upload Formats.

2. Select Create New Format.
The Wire Upload Template Formatting Tool launches.

3. Select the tab for the format desired.

Users can select either Delimited or Fixed Position.
4. Complete the fields as desired to determine how amounts and dates appear.
5. Map the field positions as desired.

You can drag and drop the different fields to reorder them.

In delimited file formats, the position in the file appears as the tile number and updates when
the tile is moved. In fixed position file formats, the tiles show the position on the file and the
length of the field. Users can adjust the length by using the up or down arrows.

Optional tiles appear below the required fields. While you cannot move any required fields
into the optional section, you can move optional titles to the primary section. Additionally, you
can use a filler tile as a placeholder to account for items in files which are not included in
payment detalils.

6. Select Save to save the upload format.
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ACH

Within Payments > ACH, you can create ACH payments and templates, import layouts, view
templates, ACH payments, and recurring ACH payment lists, and search ACH recipients. You
can also work with ACH tax payments.

Create ACH Payment

Use the Create ACH Payment view to create an ACH payment manually, initiate an ACH
payment from a template, or upload a NACHA formatted file.

Creating an ACH Payment Manually

Use this process when manually creating an automated clearing house (ACH) payment.

1. Go to Payments > ACH > Create ACH Payment.
2. Within the Create Payment tab, select Manual Entry.

Create ACH Payment ©

1. Create Payment 2. Manage Recipients 3. Review 4 Confirmation

@ Manual Entry From Template Upload NACHA Fue
Payment Header Information Indicates Reguwred Frekd

Payment Name Payment Test Frequency * One Time v

ACH Company Name: * Q Effactive Date 11142019

- ]

ACH Company 1D

SEC Code cco
Entry Descrpton
Discretonary Data

Restnct Payment

Add Reopants

3. Enter a Payment Name.

4. Select the ACH Company Name, enter or update the Entry Description and enter Discretionary Data
fields (if desired).

5. Select the Restrict Payment check box, if appropriate.

NOTE
Only users with the Restricted Batch entitlement can see restricted payments.

6. Select an option from the Frequency drop-down list.
Options are:

e One Time
e Weekly
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Every Two Weeks
Twice a Month
Monthly

Quarterly

Every 6 Months
Annually

7. Select the Effective Date of this ACH payment using the # calendar feature.
8. Select the Offset Account, if applicable.
9. Select Add Recipients to proceed to the Manage Recipients tab.

Create ACH Payment ©

1. Create Payment 2. Manage Recipients 3. Review 4. Confirmation

Manage Recipients

SEC Coge cco EheUe U 11142019

* Inchicates Required Fueid

Entry Descrption
Discretionary Data
Q Pranotoe Only (0) Hold Oaly (0)  Errors (1) Swlect feom Recipiant List Impon Recpients From Fde Add Recyuent
Recipiont Name : * 10 Number © Account Numder - Account Type 3 * Routng Number - CreanDede &~ Amount § Prooote & Moid @ Addenda
A  JohnDoe | Checking ¥ Vpu 10 1 Q CR v | som0 | Addercia @
Viewing 1 - 1 of 1 reciplents 25

10. Complete the recipient information.

NOTE
Select * to add a recipient row if necessary, and then complete the information.

11. Select Review.
You proceed to the Review tab.
12. Review the information entered to ensure that it is accurate.

13. Select Confirm.
You proceed to the Confirmation tab, confirming that you created an ACH payment.
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Creating ACH Payments from Templates
Use this process when creating automated clearing house (ACH) payments from templates.

1. Go to Payments > ACH > Create ACH Payment.
2. Within the Create Payment tab, select From Template.
3. Select the check box beside the appropriate template name, and then select Initiate

Selected Templates.
The ACH Payments Detail screen appears.

4. Change the ACH Company ID, SEC Code, Entry Description, and Discretionary Data
fields, as needed.

5. Select the Restrict Payment check box, if appropriate.

6. Select an option from the Frequency drop-down list.

Options are:

e One Time

e Weekly

e Every Two Weeks
Twice a Month
Monthly

Quarterly

Every 6 Months
Annually

7. Select the Effective Date of this ACH payment using the [ calendar feature.

NOTE
If you initiated multiple templates, the option Use One Effective Date for All Templates
appears.

8. Select the Offset Account, if applicable.
9. Select Add Recipients to proceed to the Manage Recipients tab.
10. Complete the recipient information.

NOTE
Select * Add to add a recipient row, if necessary, and then complete the information.

11. Select Review.
You proceed to the Review tab.

12. Review the information entered to ensure that it is accurate.
13. Select the Apply Updates to the Template check box, if appropriate.

This step updates the template saved on the ACH Templates page.
14. Select Confirm.

You proceed to the Confirmation tab, confirming that you created an ACH payment from a
template.

NOTE
From this screen, you can Create Another Payment or view ACH Payment Activity.
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Uploading a NACHA Formatted File

1. Go to Payments > ACH > Create ACH Payment.
2. Within the Create Payment tab, select Upload NACHA File.
3. Select Browse beside Select File and browse for the appropriate file.

Your file must be formatted to NACHA specifications and all ABA numbers must be accurate.
The company header record must match a company that you are entitled to create ACH
batches for.

. Select Upload.

. Select an option from the Frequency drop-down list.

. Enter the Effective Date of the payment.

. Select Review and ensure that the displayed information is correct.

0 N o o1 b

. Select Confirm.

Create ACH Tax Payment (must contact Orrstown if interested)

Use the Create ACH Tax Payment view to create an ACH tax payment.
Creating an ACH Tax Payment Manually

1. Go to Payments > ACH > Create ACH Tax Payment.

2. Within the Create Payment tab, select Manual Entry.

3. Select whether the payment is Federal or State.

The default selection is Federal.

4. If State, enter the applicable State.
5. Enter the Tax Payment Name.
6. Enter the Tax Period End Date.
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7. Enter the Tax Code.

A drop-down menu with all tax codes will appear allowing you to select the correct code. If
the necessary tax code is not available, you can enter the code manually.

NOTE
If a tax code is not recognized, a warning indicator appears next to the field, displaying the

following text when your cursor hovers over the icon: LiaERevgeeleZRVEEH (o] q(=Telele]g[V4{=Te 8
please validate it is correct.

8. Enter the Taxpayer ID.
9. Enter the ACH Company Name.
10. Enter the Pay from Account.
11. Select the Effective Date of this ACH payment using the Ecalendar feature.
12. Enter the Amount.
13. Enter the Amount Type field, if applicable.

State taxes allow the following entries:

e T=Tax

e S = State

e P = Penalty
e | = Interest
e L =Local

e C=_City

Federal taxes allow the following entries:

1 SOCS = Social Security amount

2 MEDI = Medicare amount

3 WITH = Withholding amount

1 FICA =Tier 1 if code CT-1 was used

2 Industry = Tier 2 if code CT-1 was used

e 6 Supplemental = Tier 3 if code CT-1 was used

NOTE
If you use a tax code that does not require subcategories, the Amount Type Code field
does not appear.

14. To include up to two additional Amount/Amount Type fields, select the + option.
15. Complete the recipient fields.

16. Select Review.

17. Review the information entered to ensure that it is accurate.
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18. Select Confirm.

You proceed to the Confirmation tab, confirming that you created an ACH tax payment.

Create Child Support Payment (must contact Orrstown if interested)

Use the Create Child Support Payment view to create a child support payment.
Creating a Child Support Payment Manually

You can create a child support payment within Orrstown Treasury Online.

1.
2.
3.

Go to Payments > ACH > Create Child Support Payment.
Within the Create Payment tab, select Manual.
Complete the Payment Header Information.

The ACH Company Name search only returns companies set up with an offset of credits
only.

The only Frequency available is One Time.

4. Select Add Recipients after completing all fields.

. Complete the recipient fields.

TIP
The recipient is usually the state's information for who is receiving the child support
payment.

. Complete the non-custodial parent fields.

TIP
For more information or additional instructions, contact your state's Child Support EFT
representative.

7. Select Review.

8. Review the information entered to ensure that it is accurate.

9. Select Confirm.

You proceed to the Confirmation tab, confirming that you created a child support payment.
The payment is also available to view in ACH Payment Activity, where all child support
payments are marked with & after the Transaction ID.

ACH File Activity
Use the ACH File Activity view to see all files and respective details, which have either been
uploaded by entitled users or transmitted machine to machine.

Select the column header to change the priority of the information that appears.

ACH Payment Activity
Use the ACH Payment Activity view to work with ACH payments.

TIP
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The Transaction ID for a tax payment shows a [J at the end. It shows a [ at the end for
child support payments.

Searching ACH Payments
Users can search for specific ACH payments.

1. Go to Payments > ACH > ACH Payment Activity.
2. Select the All, Child Support, Reversal, or Tax Payment option.
3. Complete the fields in the Search ACH Payment Activity panel.

TIP
Select Reset for the fields to return to their default settings.

Status

Select one of the following from the drop-down list:

All

Pending Approval
Approval Rejected
Initiated
Uninitiated
Cancelled

Failed

Expired
Scheduled

The default is All.

ACH Company Name

Select the ACH company or companies to search for from this drop-down list.
Batch Name

Enter the name of the batch.
Transaction ID

Enter the transaction ID number if searching for a specific payment that originated in
Orrstown Treasury Online.

SEC Code
Select the code from the drop-down list that corresponds to the previous selection.
Debit Amount

Select Specific Amount or Range from the drop-down list. Then, enter the amounts in the
text boxes available.

Credit Amount
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Select Specific Amount or Range from the drop-down list. Then, enter the amounts in the
text boxes available.

Initiated Date
Select either Range or Specific Date from the drop-down list, and then enter the date using
the B calendar feature.
Effective Date
Select either Range or Specific Date from the drop-down list, and then enter the date using
the E& calendar feature.
4. Select Search.
The ACH Payment Activity panel updates with ACH payments matching the criteria entered,
and the number of results appears at the bottom. The ACH Payment Activity panel allows
you to view and work with payments that are in the following statuses:
Pending Approval
Approval Rejected
Initiated
Uninitiated
Cancelled
Failed
Expired
Scheduled

Select the Transaction ID link to access the Payment Detail page. This is where you can see
audit, description, and discretionary data.

Editing an ACH Payment

1. Go to Payments > ACH > ACH Payment Activity.
2. Select the Transaction ID.
3. Select Edit Payment.
You can only edit if the ACH payment has a status of:
e Approval Rejected
e Failed
e Scheduled
4. Edit the fields, as necessary.
5. Select Review.
6. Select Confirm.

Approving or Rejecting an ACH Payment
1. Go to Payments > ACH > ACH Payment Activity.
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2. Select the check box beside the Transaction ID.

3. Select Approve or Reject.
The Comments For Status Change dialog box appears.

4. Enter a comment in the field, and then select Approve or Reject.
A confirmation message appears.
Canceling an ACH Payment Activity

1. Go to Payments > ACH > ACH Payment Activity.

2. Select Cancel.
The Confirm Cancel Payment dialog box appears.

3. Enter Comments about the cancellation, and then select Cancel Payment.
Uninitiating an ACH Payment Activity

1. Go to Payments > ACH > ACH Payment Activity.

2. Select Uninitiate.
The Confirm Uninitiate dialog box appears.

3. Enter Comments, and then select Uninitiate Payment.

Recurring ACH Payments

Use the Recurring ACH Payments view to work with ACH payments that are recurring.
Searching Recurring ACH Payments

1. Go to Payments > ACH > Recurring ACH Payments.

2. Complete the fields in the Search Recurring ACH Payments panel.

TIP
Select Reset for the fields to return to their default settings.

Status
Select one of the following from the drop-down list:

e All

e Pending Approval
e Approval Rejected
e Cancelled

e Scheduled

e Completed

The default is All.

ACH Company Name
Select the ACH company or companies to search for from this drop-down list.

Batch Name
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Enter the name of the batch.
Transaction ID

Enter the transaction ID number if searching for a specific payment that originated in
Orrstown Treasury Online.

SEC Code
Select the code from the drop-down list that corresponds to the previous selection.
Debit Amount

Select Specific Amount or Range from the drop-down list. Then, enter the amounts in the
text boxes available.

Credit Amount

Select Specific Amount or Range from the drop-down list. Then, enter the amounts in the
text boxes available.

Created Date
Select either Date Range or Specific Date from the drop-down list, and then enter the date
using the [ calendar feature.

Frequency

Select any combination of the following options:

Weekly

Every Two Weeks
Twice a Month
Monthly

Quarterly

Every Six Months
Yearly

All are selected by default.

Next Payment Date
Select either Range or Specific Date from the drop-down list, and then enter the date using
the [ calendar feature.

3. Select Search.
The Recurring ACH Payments screen updates with the recurring ACH payments matching
the criteria entered and the number of results appears at the bottom. Select the Transaction
ID link to access the Details page.

Editing a Recurring ACH Payment

1. Go to Payments > ACH > Recurring ACH Payments.
2. Select the Transaction ID.
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3. Select Edit Payment.
NOTE
You cannot edit a recurring ACH payment in Pending Approval status.
4. Edit the fields, as necessary.
5. Select Review.
6. Select Confirm.

Canceling a Recurring ACH Payment

1. Go to Payments > ACH > Recurring ACH Payments.

2. Select Cancel beside the recurring ACH payment.
The Confirm Cancel Payment dialog box appears.

3. Enter Comments about the cancellation, and then select Cancel Payment.

ACH Templates
You can select to Clone, Delete, or Initiate a template from the Actions drop-down list.
Searching Templates
1. Go to Payments > ACH > ACH Templates.
2. Complete the fields in the Search Templates panel.
TIP
Select Reset for the fields to return to their default settings.
Status

Select All (default), Pending Approval, Approval Rejected, or Ready to narrow the search
results.

ACH Company Name

Select the ACH company or companies to search for from this drop-down list.
Template Name

Enter the name of the template.
SEC Code

Select the code from the drop-down list that corresponds to the previous selection.
Debit Amount

Select Specific Amount or Range from the drop-down list. Then, enter the amounts in the
text boxes available.

Credit Amount

Select Specific Amount or Range from the drop-down list. Then, enter the amounts in the
text boxes available.

Last Updated
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Select either Range or Specific Date from the drop-down list, and then enter the date using
the [ calendar feature.

3. Select Search.
The ACH Templates view updates with templates matching the criteria entered and the
number of results appears at the bottom. The ACH Templates view allows you to view and
work with templates that are in the following statuses: Pending Approval, Approval Rejected,
or Ready.

You can select check boxes for certain templates or select all that are ready. Use the Actions
drop-down menu to Delete, Clone, or Initiate a batch. Select the Template Name link to view,
edit, or delete its details.

Create New Template

Use the Create New Template view to create templates manually or by uploading a NACHA
formatted file.

Upload NACHA File
This file is validated for proper NACHA formatting and valid routing numbers.
Creating an ACH Template Manually

1. Go to Payments > ACH > ACH Templates.

2. Select Create New Template.
The Create ACH Template screen appears.

3. On the Create Template tab, select Manual Entry.
4. Complete the fields on the Create Template tab.
Template Name
Enter the name of the template.
ACH Company Name
Either enter the name of the ACH company or select Q Search, and then choose Select
beside the appropriate Company Name.
ACH Company ID
The identification number of the ACH company.
SEC Code
Select the code from the drop-down list that corresponds to the previous selection.
Entry Description
Enter a description.
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Discretionary Data

Enter any other necessary information.

Select the Restrict Template check box, if appropriate.

. Select Add Recipients.

You proceed to the Manage Recipients tab.

. Select Import Recipients From File, if appropriate.

a) Select whether the file is Delimited or Fixed Position.

If selected, the button appears gray.
b) Choose Select File, and then navigate to the file to import.
c) Select Upload.

7. Select Add Recipient.
8. Complete the recipient information fields.

9. Select Review.

10.
11.

You proceed to the Review tab.

Review the information entered to ensure that it is accurate.
Select Confirm.

You proceed to the Confirmation tab.

NOTE

Based on Orrstown Bank’s settings, your template may require approval before you can

initiate it.

NOTE

From this screen, you can Create New Template, Initiate Payment, and view ACH

Payment Activity.

ACH Tax Templates (must contact Orrstown if interested)

From the ACH Tax Templates screen, users can view a list of tax templates, select one or more

templates to initiate payment, and create new templates.

Orrstown Treasury Online Channel 73



ACH

Create ACH Payment

Create ACH Tax Payment

ACH File Activity

ACH Payment Activity

Recurring ACH Payments

ACH Templates

ACH Tax Templates

ACH Recipients

ACH Recipient Activity

ACH Recipient Import Layout

Search Templates

Status

Al

ACH Campany Name:

Templates Nerne:

Aot

Somcific Aot

Last Updated
Specific Date

ACH Tax Templates Ao Temgianes

Test

Viewing 11 0f | transactions

Q

ACH Comymry Noam

Can Upataret

01102020

Corate Mew Temgiate

5100 Reagy

$1.00

& Dowrlond »

Actions -

=Pt

Creating an ACH Tax Template

1. Go to Payments > ACH > ACH Tax Templates.

2. Select Create New Template.

The Create Tax Template screen appears.

3. On the Create Template tab, select whether you are creating a Federal or State template.

4. Complete the fields on the Create Tax Template tab.

The following information is required when making a federal tax payment:
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Tax Payment Name

Tax Period End Date

Tax Code

Taxpayer ID

ACH Company Name

Pay From Account
Effective Date

Amount

Recipient Name

Recipient Routing Number
Recipient Account Number
Recipient Account Type

Create ACH Tax Template

1. Craste Tax Template 2 Review 2 Confirmation

Create Tax Template * Indcates Required Field

@ Federal State

Template Name: * Test ACH Company Name: * Q Recipient Name: * John Doe

Tax Code * o1 Q Arvount:* $100 Recipient (D Nurmber

Tax Payer 1D * Reciplent Routing Number: * Q
Restrict Template Recipient Account Number * 12345676910

Recipient Account Type: * Checking -

m Caneel

The following information is required when making a state tax payment:

e State

e Tax Payment Name

e Tax Period End Date

e Tax Code

e Taxpayer ID

ACH Company Name

Pay From Account
Effective Date
Amount/Amount Type
Recipient Name

Recipient Routing Number
Recipient Account Number
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e Recipient Account Type

Create ACH Tax Template

T -

Create Tax Template

1 Coofamation

Federdd @ State

Sme * Mo Q
Termplate Name: * Test

Tax Code: * 0115P Q
Tax Payer 1D * 123456789

Restrict Template

Grooe

ACH Comparny Name: *

Amount/Ameunt Type *

Q Recpient Name *

Amount Amount Type
$1.00 T-Tax v 4

Reciplent I Number

Recipient Routing Number. *

Recplent Account Number. *

Reciplent Account Type: *

12345678910

Checking

* Inchcates Requied Field

5. Select the Restrict Template check box, if appropriate.

6. Select Review.
You proceed to the Review tab.

7. Review the information entered to ensure that it is accurate.

8. Select Confirm.

You proceed to the Confirmation tab.

NOTE

Depending on Orrstown Bank settings, the template may require approval before you can

initiate it.

ACH Recipients

The ACH Recipients page displays all saved recipients and offers the ability to select recipients
to create payments from. Users can also print or download the list of recipients. Exports are

available as PDF or CSV downloads.

Users with proper entitlements can edit, delete, approve, or reject recipients.

Searching ACH Recipient Activity

1. Go to Payments > ACH > ACH Recipients > ACH Recipient Activity.
2. Complete the fields in the Search Recipients panel.

TIP

Select Reset for the fields to return to their default settings.

Record Type

Select if the recipient receives a Batch or a single Payment or select Both.
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Recipient Name
Enter the name of the recipient of the single and/or batch payment.
Amount

Select Specific Amount or Range from the drop-down list. Then, enter the amounts in the
text boxes available.

3. Select the Pre-Note, Hold, and Reversal check boxes, if applicable.

4. Select Search.
The ACH Recipient Activity screen updates with the recipients matching the criteria entered,
and the number of results appears at the bottom.

Searching for an ACH Recipient

1. Go to Payments > ACH > ACH Recipients.
2. Complete the fields in the Search Recipients panel.

TIP

Select Reset for the fields to return to their default settings.
Status

Select All (default), Pending Approval, Approval Rejected, or Ready to narrow the search
results.

Recipient Name
Enter the name of the recipient of the single and/or batch payment.
Amount

Select Specific Amount or Range from the drop-down list. Then, enter the amounts in the
text boxes available.

3. Select the Pre-Note, Hold, and Reversal check boxes, if applicable.

4. Select Search.
The ACH Recipients screen updates with the recipients matching the criteria entered, and
the number of results appears at the bottom.

Adding an ACH Recipient

1. Go to Payments > ACH > ACH Recipients.

2. Select Add Recipient.

3. Complete the fields in the Add Recipients panel.
NOTE

If all fields are identical to another recipient (case-insensitive), the system considers the
entry a duplicate and a warning message appears.

4. Select Save.

NOTE
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If approvals are required, the Status of the recipient changes to Pending Approval.
Editing an ACH Recipient

1. Go to Payments > ACH > ACH Recipients.
2. Select Edit from the Actions menu for the recipient.
3. Modify the fields as desired.

NOTE

If all fields are identical to another recipient (case-insensitive), the system considers the
entry a duplicate and a warning message appears.

4. Select Save.

NOTE
If approvals are required, the Status of the recipient changes to Pending Approval.

ACH Recipient Import Layout
You can import recipient data from a file, such as Microsoft® Excel® or Notepad. Before
importing your file, define the Recipient Import Layout so the system can read the file data.

Import Layout

Upload Format: Delimited Fixed Position

Select the order of the fields in your file.

Delimiter: Comma

Name *

ID Number
Routing Number *
Account Number *
Amount *

Account Type * Use Transaction Code instead ©

Checking Equals: Savings Equals Loan Equals: GL Equals

Transaction Type *
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There are two Upload Format options available. If you select Delimited, indicate the order of
the fields in your file. If you select Fixed Position, indicate the starting and ending positions of

the fields in your file.

Determining the Import Layout

1. Go to Payments > ACH > ACH Recipient Import Layout.

2. Select a situation and follow the corresponding steps.

Situation

The upload
format is
delimited

The upload
format is
fixed
position

Steps

1. Select Delimited for the Upload Format field.
2. Enter the field location in the text box available to change the default

positions for Name, ID Number, Routing Number, Account Number,
Amount, and Transaction Code.

TIP

If your file does not use Transaction Code, delete the number from that
field to display the Account Type and Transaction Type fields, and use
those entries instead.

NOTE

All field positions must be unique. If there is a duplicate entry, the box
appears in red with a warning under it.

. Select Fixed Position for the Upload Format field.
2. Enter a Begin and End field location in the text boxes available to

change the default positions for Name, ID Number, Routing Number,
Account Number, Amount, and Transaction Code.

. Enter a Begin and End field location for Account Type and Transaction

Type, if the file does not contain transaction codes.

NOTE

The End value must be greater than the Begin value. If the values
match, the End value appears in red with a warning.

3. Complete the Account Type fields for Checking Equals and Savings Equals if the file does
not contain transaction codes.

4. Complete the Transaction Type fields for Debit Equals and Credit Equals if the file does
not contain transaction codes.

5. Select Save.
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ACH Reversals
You can reverse full ACH payments or individual transactions, provided your ACH company is
allowed to originate both debits and credits.

You can create an ACH reversal only during a specific window. Reversals are allowed:

e Before cutoff on the first through fifth days after the business day effective date.
e After cutoff on the first through fourth days after the business day effective date.

[ o, (o] X L Logn TLeRM e a
Jack henry Banking
DASMBOARD ~ ACCOUNTS =  PAYMENTS REPORTING =  ADMN
Payment Detail - A~ Aowiosts  &Pwe
ACH Excepltions ) e e -~
St Inisted Dee 8000 Efectve D 10082019
ADH Company Name Gt B0842 Ofget Accourt
ACH Compay 10 Aust awsaonsizaeie e Raverse Ful Payment
T Payment intiased %
SEC Code PPO SOV 12:28:07 Pt - B8 Rurverse Tramacson(s)
. Cresmed

Ertry Descroton CFFSETO

Dwcretonary Data

Q Prercte Qrey @) Moxd Ordy (0

ot et Woma © At e Moot tyye ety M oottt e [ et [e—.
Crecurg ] sam N o PEEESH
Crecung R s " o Aoxoda

Viewing 1- 1 o 7 Recipients

hazc m

Reversing an ACH Payment

1. Go to Payments > ACH > ACH Payment Activity.
2. Select a payment to reverse.
3. Select an option:

e Reverse Full Payment

e Reverse Transaction(s)

NOTE

The Reverse Full Payment and Reverse Transaction(s) options only appear if the

transaction is eligible for reversal based on the business day effective date and cutoff
criteria.

If you select Reverse Transaction(s), a Reverse check box appears next to each listed
transaction.
4. Select individual transactions to reverse, if necessary.

Held and prenote transactions cannot be reversed. Use the Reversals Only check box above
the list of transactions to view only those transactions you have selected.
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5. Select Create Reversal.
The Reverse ACH Payment screen appears.

6. Review your reversal selections, and then select Confirm.

Positive Pay
Within Payments > Positive Pay, you can create Positive Pay items, work with Positive Pay
and ACH exceptions, and work with Positive Pay upload formats.

Check Exceptions
Use the Check Exceptions view to search for a specific Positive Pay exception and to view the
available list of Positive Pay exceptions.

To find an exception, start typing either the Account number, Check Number, Issued Amount,
Paid Amount, or Issued Date in the filter box at the top of the page. The exceptions available
narrow down as you type until the matching exception is left.

Select the View Check link in the Check Number column to view the front and back sides of the
check used in the exception.

Select Details to view additional information including who updated the exception, the DDA
Batch Number, and DDA Sequence Number.

Searching Check Exceptions

1. Go to Payments > Positive Pay > Check Exceptions.
2. Expand the Search Check Exceptions panel.
3. Select Open Items or Decision History.
4. Complete the fields.

TIP

Select Reset for the fields to return to their default settings.
Accounts

Select the appropriate account numbers, or leave all accounts selected by default.
Check Number

Enter the number of the check used in the exception.
Issued Amount

Select either Amount Range or Specific Amount from the drop-down list, and then enter the
amount in the text boxes.

Paid Amount

Select either Amount Range or Specific Amount from the drop-down list, and then enter the
amount in the text boxes.

Posted Date
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Select either Date Range or Specific Date from the drop-down list, and then enter the date
using the & calendar feature.

Issued Date
Select either Date Range or Specific Date from the drop-down list, and then enter the date

using the & calendar feature.
Issued Payee

Enter the payee information.
Payee

Enter the payee information.
Decision Taken

Select from the following options:

e Pay

e Return

e Both

5. Select Search.

Working with Check Exceptions
Users can work with check exceptions from the Positive Pay menu.

1. Go to Payments > Positive Pay > Check Exceptions.

>  Check Exceptions & Download = | & Print
§

B Q

g

x Pay Return Account = Check Number = Paid Amount ¢ Issued Amount = Posted Date ¢ Issued Date © Issued Payee © Exception Reason ©

[

5 - 1111 §1.00 $0.00 02/16/2021 Amount mismatch Detalls

g - 1224 §2.00 $0.00 0211672021 Amount mismatch Details

Viewing 1-20f2
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Check Exceptions

Pay Return Account - Check Number = Pald Amount =

- 111 $1.00

Details 1111

Account: 1111

Check Number.

Paid Amount. $1.00
Issued Amount: $0.00
Posted Date: 02/16/2021
Issued Date:

Issued Payee:

Exception Reason; Amount mismatch

Close

fzsued Amount = Posted Date =

$0.00

02/16/2021

Previous Decislon By. Financial Institution
Source of Entry. Y

Protected (Y/N):N

DDA Batch Number: 507

DDA Sequence Number: 25

tssued Date =

Issued Payee =

2. Change the Pay or Return options as needed for each exception item.

Or, you can select the column name check box for all exceptions to be marked the same
way. (For example, if the Pay column check box is selected, all exceptions are marked as

Pay.)
3. Select Review.

A Review Decisions dialog box appears.

Exception Reason @

Amount mismatch

Previous Decision; Return

Pay O Retutn @

4. Ensure that the changes from the Prior Decision to New Decision are accurate.

5. Select Save.

The following confirmation message appears: (@l g =v(el=Io]i[e]g{BI=T I (o] g SRST\ETe)

Successfully!

ACH Exceptions

<& Download ~

Use the ACH Exceptions view to locate a specific exception item, mark an exception as pay or
return, and review any decisions made.

To find an exception, start typing either the Account number, Issuing Company name, the

Type of exception, SEC code, Amount, or Description in the filter box at the top of the page.
The exceptions available narrow down as you type until the matching exception is left.

Searching ACH Exceptions

1. Go to Payments > Positive Pay > ACH Exceptions.

2. Expand the Search ACH Exceptions panel.

3. Complete the fields.

TIP

Select Reset for the fields to return to their default settings.
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Accounts

Select the appropriate account numbers, or leave all accounts selected by default.
SEC Code

Select the code from the drop-down list that corresponds to the previous selection.
Amount

Select Specific Amount or Range from the drop-down list. Then, enter the amounts in the
text boxes available.

4. Select Search.
Working with ACH Exceptions

1. Go to Payments > Positive Pay > ACH Exceptions.
2. Change the Pay or Return options, as needed for each exception item.

Or you can select the column name check box for all exceptions to be marked the same
way. (For example, if the Pay column check box is selected, all exceptions are marked as
Pay.)

3. Select Review to ensure that the changes from the Prior Decision to New Decision are
accurate.

4. Select Save.

The following confirmation message appears: [A®4 gl =T o] ({e]g WIS o] g SRStV =Te RS ofed =SS {U1\YA!

NOTE

Once an ACH Exception decision has been saved it cannot be changed online.

Create/lmport Check Issues
Use the Create/Import Check Issues view to upload or create issued items.

Enter Checks

Use this option to enter individual or multiple checks manually that have been issued into
Orrstown Treasury Online.

Upload File
Use this option to upload a file of issued check items.

Creating Issued Checks

1. Go to Payments > Positive Pay > Create / Import Check Issues.

N

. On the Manage Issued Items tab, select Enter Checks.
. Enter the account number or select the Search icon to choose from a list of accounts.

. On the Search Accounts dialog that opens, click Select beside the correct Account
Number.

A W

5. Select Add Row and complete the item details.
6. Select Review.
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You proceed to the Review tab.
7. Review the information entered to ensure that it is accurate.

8. Select Confirm.
You proceed to the Confirmation tab, confirming that you successfully processed the issued
items.

Uploading Issued Items

. Go to Payments > Positive Pay > Create / Import Check Issues.

. On the Upload Positive Pay File tab, select Upload File.

. Select the format of the file that you are uploading from the Saved Format drop-down list.
. Enter the account number for the Account field.

. Choose Select File, browse to and select the file to upload, and then select Open.

. Select Upload.
You proceed to the Managed Issued Items tab.

D OB~ W NP

7. Review the information entered to ensure that it is accurate.

Select Add Row or the plus sign at the end of the row to add an issued item. You can also
select the delete icon to remove an issued item.

8. Select Review.
You proceed to the Review tab.

9. Review the information entered to ensure that it is accurate.

10. Select Confirm.
You proceed to the Confirmation tab, confirming that you successfully processed the Positive
Pay items. You can now upload or enter additional Positive Pay checks.

Check Upload Formats
Use the Check Upload Formats view to build an individual format for check uploads and to view
the list of current upload formats.

NOTE
If you select Delimited, indicate the order of the columns in your file. If you select Fixed
Position, indicate the starting and ending positions of the columns in your file.

Creating a Check Upload Format

1. Go to Payments > Positive Pay > Check Upload Formats.

2. Select Create New Format.
The Positive Pay Mapping Tool page appears.

3. Select Delimited or Fixed Position for the Upload Format.

If Fixed Position is selected, the values entered in the following steps must be greater than
0, the values entered cannot match, and the ending value must be greater than the beginning
value.
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4. Enter a Template Name.
5. Enter the number of header and footer rows to exclude.
6. Select Decimal Included, Whole Dollar, or Implied Decimal from the ltem Amount options.

If Whole Dollar is selected, and you enter 789, the output is 789.00. If Implied Decimal is
selected, and you enter 789, the output is 7.89.

7. Select an Issue Date Format from the drop-down list.
8. Select a Void Date Format from the drop-down list (if applicable).
9. Enter the Checking Indicator (if applicable).
10. Enter the Savings Indicator (if applicable).
11. Enter the Void Indicator (if applicable)
12. Complete the remaining fields, determined by whether you selected Delimited or Fixed
Position:

e Column Order (Delimited)
e Positioning (Fixed Position)
13. Select Save.

Editing the Positive Pay Upload Format

1. Go to Payments > Positive Pay > Check Upload Formats.

2. Select the Template Name link of the format to modify.
The Positive Pay Mapping Tool appears.

3. Select Delimited or Fixed Position for the Upload Format.
e |f you select Delimited, indicate the order of the columns in your file.

e If you select Fixed Position, indicate the starting and ending positions of the columns in
your file.

NOTE
If Fixed Position is selected, the values entered must be greater than 0, the values entered
cannot match, and the ending value must be greater than the beginning value.

4. Change the available fields, as needed.
5. Select Save.

ACH Filters

Use the ACH Exception Filter List to view the available filters.
Searching the ACH Exception Filters

1. Go to Payments > Positive Pay > ACH Filters.

2. Expand the Search ACH Exception Filters panel.

3. Complete the fields.
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TIP

Select Reset for the fields to return to their default settings.
Accounts

Select the appropriate account numbers, or leave all accounts selected by default.
ACH Company Name

Select the ACH company or companies to search for from this drop-down list.
ACH Company ID

The identification number of the ACH company.
SEC Code

Select the code from the drop-down list that corresponds to the previous selection.
Amount

Select Specific Amount or Range from the drop-down list. Then, enter the amounts in the
text boxes available.

Expiration Date
Select either Date Range or Specific Date from the drop-down list, and then enter the date
using the & calendar feature.

4. Select Allow or Disallow to determine the availability of the Expiration Filter.

5. Select Search.

Stop Payment
Within Payments > Stop Payment, you can view and create stop payments.

NOTE
There may be a charge assessed with processing a stop payment. Review or request
Orrstown Bank's fee schedule for details.

Creating a Stop Payment

1. Go to Payments > Stop Payment > Create Stop Payments.

2. Enter the account number, nickname, or balance for the Account field, or select Q search
to find the account number.

3. Select Single Check or Range of Checks, and then enter the check information in the text
boxes available.

4. Enter the Payee, if applicable.
5. Enter Remarks about the stop payment.
There can be up to four remarks made per stop payment.

6. Select Review.
You proceed to the Review tab.
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7. Review the information entered to ensure that it is accurate.

8. Select Confirm.
You proceed to the Confirm tab. When the stop payment is processed, the following
confirmation message appears with details: S(e]ol - \iaalc]gl E I {efel XSS {U](\ Ao g[=To (V] (=Te B

Alternatively, the following message appears depending on permissions:
been submitted for approval.

NOTE
From this page, you can select Add Another Stop Payment or Go to Stop Payment
Activity.

Stop Payment Activity
Use Stop Payment Activity to search active stop requests, filter the stop payments, view the
details about stop payments, and approve, reject, or cancel stop payments.

All stop payments are listed in order of check date, with pending approvals shown at the top.
Approving, Rejecting, and Canceling a Stop Payment
You can only approve, reject, and cancel a stop payment that is in a Pending Approval status.

1. Go to Payments > Stop Payment > Stop Payment Activity.
2. Select a situation and follow the corresponding steps.

Situation Steps

Cancelingastop 1 select Cancel beside the stop payment to remove.

payment o :
A Cancel Stop Payment confirmation window appears stating:

ou sure you want to cancel this stop payment?

. Select the check mark of the stop payment to approve.
. Select Approve.

Approving astop
payment 2

[EEN

An Approve Stop Payments confirmation window appears stating:

Rejecting a stop
payment

=

. Select the check mark of the stop payment to reject.
2. Select Reject.

A Reject Stop Payments confirmation window appears stating:

ou sure you want to reject these stop payments?

3. Enter Comments as to why you are canceling, approving, or rejecting this stop payment.
4. Select from the following options.
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e Approve
e Confirm
e Reject

Searching Active Stop Payments

1. Go to Payments > Stop Payment > Stop Payment Activity.
2. Expand the Search Active Stop Requests panel.
3. Complete the fields in the Search Active Stop Requests panel, as necessary.

TIP
Select Reset for the fields to return to their default settings.

Accounts

Select the appropriate account numbers, or leave all accounts selected by default.
Status

Select any combination of the following options:

Select All

Pending Approval
Approval Rejected
Transmitted
Cancelled

Posted

Failed

Expired
Scheduled

All options are selected by default. You can select one or multiple options.

Check Number

Select All, Specific Check Number, or Check Range from the drop-down list. Then, enter
the check number information in the text boxes available.

Check Amount

Select Specific Amount or Amount Range from the drop-down list. Then, enter the check
amount information in the text boxes available.

Check Date
Select Specific Date or Date Range from the drop-down list. Then, enter the dates of the
check in the text boxes available using the & calendar feature.

Created Date
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Select either Date Range or Specific Date from the drop-down list, and then enter the date
using the & calendar feature.

Payee
Enter the payee information.

4. Select Search.
Stop Payment Activity updates with stop payments matching the criteria entered. Stop
Payment Activity allows you to view stop payments that are in the following statuses:
Pending Approval, Approval Rejected, Approved, Cancelled, or Failed.

Receivables

Use the Receivables menu to work with remote deposit capture through the ProfitStars
Enterprise Payment System.

Selecting Remote Deposit Capture and then Launch from the Receivables page launches
the ProfitStars Enterprise Payment System dashboard. From the Enterprise Payment System,
users have access to their assigned remote deposit product.

Reporting
The default view is All Reports and it contains a combination of the Favorite Reports, Custom
Reports, and Standard Reports views.

To add a report to the Favorite Reports view, select Favorite within the report name box.
To remove the report from the Favorite Reports view, select Favorite again and the report is
removed.

Sort the report's data using the table's column headers.
After running a report:

e You can Download the reports after selecting a format.
e You can Print the report.

Running Reports
Steps 9 through 13 do not apply to all reports.

1. Go to Reporting > All Reports or choose a report type.

2. Select Run Report of the report to generate.

3. Expand the Run Reports search panel.

4. You can change the report selection using the Select a Report drop-down list, if necessary.

The Report Type field defaults to the acceptable type of report that is selected. You cannot
change the selection.
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. Select either Date Range, Specific Date, or # of Prior Days from the Date drop-down list, and

then enter the dates using the & calendar feature.

This field is only available for certain reports. For date-specific reports (e.g., Current Day
Balance, Prior Day Balance, Current Day Transaction, and Prior Day Transaction), the Date
field defaults to the correct selection and you cannot change it.

. Select Checking or Loan from the Account Type drop-down list.
. Select one or multiple account numbers or choose Select All from the Account drop-down

list.

8. Determine how you want the report sorted from the Sort By drop-down list.

9. Select Ascending or Descending.

10.

11.

12.
13.
14.
15.

Select an option from the Payment ID drop-down list, if necessary.

e Select Specific Payment ID, and then enter the ID in the Specific Payment ID field.
e Select Payment ID Range, and then enter the dates in the Payment ID Range fields.

Select an option from the Amount drop-down list, if necessary.

e Select Specific Amount, and then enter it in the space available.

e Select Between, and then enter the numbers the amount falls between in the spaces
available.

e Select Less Than, and then enter the number you know that the amount is beneath in the
space available.

e Select Greater Than, and then enter the number you know that the amount is above in the
space available.

Select an option from the Payment Type drop-down list, if necessary.
Select Inbound, Outbound, or Both from the Transaction Type drop-down list, if necessary.
Select Debit, Credit, or Both, if necessary.

Select Run Report.
The information matching the criteria selected appears in the main panel.

Deleting Reports

You cannot delete any reports available as Standard Reports.

1.
2.
3.

4,

Select the Reporting menu.
Select Favorite Reports or Custom Reports.

Find the report to remove, and then select Delete inside the report box.
A Confirm Deletion dialog box appears.

Select Delete Report.
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Standard Reports
Select the report to view and/or configure that specific report's data.

The Standard Reports view has several default reports:

Current Day Balance

Current Day Transaction

Date Range Balance

Date Range Transaction

EDI (must contact Orrstown if interested)
Prior Day Balance

Prior Day Transaction

You can download all reports in PDF and CSV formats.

Current Day Balance Report

Current Day Balance : 12/20/2019

Total Checking Balance:  Total Savings Balance:
B2400001 200 20 00

I
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Current Day Transaction Report
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Current Day Transaction : 12/20/2019

R
s e i PO T = B
Dhaitoy M Dot Traeter O oo A e ne
Crecrrg Marng Dwest Timmater M non WO Yo 54
Memg Detdt - Tramoter Co¢ "o O TOrgen na
Chwckag M Croct - Travater O oM MO Tomms na
Checung Memo Credt Tramie Cr olH WO Tomzre na
Decrrg Merro Crwt Trasele O folm MO Tonare Do
e Wt o .
Date Range Balance Report
Date Range Balance : 12/20/2019 .
Account:
- Aoy buee (—— b—
FRN E2AN01 641 S0 L R TR
ACC)
Account
T ey b Gt St
o ST 03 waasT s
AL
Account:
Rl ey S— ot G
Account: m—
53 S
v IS
=
Date Range Transaction Report
Date Range Transaction : 12/20/2019 e & e
ACCOUM .
- Ammt Yo Ot/ er Teaserme - Own
NEYN ] Mg Dobst . Wew Tramate %0
B— e RE———
10020 Checng Men et Wi Tramster nw
0 Checkeg Moo Debe wv Tamiie nuy
ZIION S | Mere Detst wire Transte nw
5 ey i sooe
Account
= T P == 5 =
11729301 Crecung Mang Cedt Trarater 04 & WM 8 nea
200 Cecarg Ma Cudit Traraler O4 0 O “O N
1WNU0N Owereg Merms Crosit Tesrmber 004 & L o o
L L] s

Orrstown Treasury Online Channel

93




Prior Day Balance Report

Prior Day Balance : 1/9/2020 & Downioad > | & Print
Total Checking Balance: = Total Savings Balance:
$2.936273310.16 $10492,527.28
Account Number Accout Neme Account Type & Currert Balance & Avallable Dalence 3 Collected Balarce =
Checking Checking $286,201.60 $286,201,60 $286201.60
Checking Checking $11,04279320 $11,042,793.20 $11,042,793.20
Checking Checking $216,62527 $216625.27 821662527
Savings Savings $4301.79 $4331.79 $4331.79
Checking Checking $2.595806.76 §2.595806.76 $2.595806.76
Checking $1,401,130,313.99 $1401,130.31399 $1,401,130313.99
Savings Savings $11981588 $11981588 $11981588
Checking Checking 82421433 $2421433 §2421433
Prior Day Transaction Report
Prior Day Transaction : 1/9/2020 & pownload = | & Print
Checking
Creda Aem " Dbyt Amount
$300.00 $300.00
1 Crecits 1 Debits
Acoount Number Account Name © Account Type Check/Rel & Description = Debit Crodt &
Checking Checking Transfer CH x o CHx T™MID: $300.00
Checking Checking Transfer CH x 10CHX T™ID $300.00
2 Results $300.00 $300.00

Electronic Documents
When enabled, Electronic Documents allow users to view and manage statements and other
documents in an interactive HTML format.

Electronic Documents is available from the Reporting menu.

Within Electronic Documents, you can access the following tabs to view documents and
configure electronic document preferences:

Statements and Notices

Disclosures
Email Settings
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Additional Recipients

Admin

Use the Admin menu to view the user list, create users, edit user permissions, and assign
nicknames to accounts.

User List
Use the User List view to see the master list of users, edit their contact information, edit their
permissions, reset their passwords, and approve or reject enrollments.

To find a user, start typing the Login ID, Username, or Enroliment Status in the filter box
at the top of the page. The users available narrow down as you type until the matching user
remains.

Enrollment Status options are as follows:

New - The user has been created but not yet submitted for approval. New users can only be
Not Enrolled or Inactive.

Pending Approval - The user was created and submitted for approval but is not yet approved.
Users pending approval cannot be Active, only Inactive.

FI Pending Approval - The user was created and submitted for approval but is not yet
approved by a Back Office user. Users pending approval cannot be Active, only Inactive.
Enrolled - The user setup was completed and approved by all required approvers, if
applicable. This user can log on to the application and conduct business if the Active /
Inactive toggle is set to Active. An enrolled user can be Active or Inactive.

Not Enrolled - The user was created, but the entitlement process may not be complete, or the
creator is not yet ready to allow this new user to log on. This could be a new user that has
not yet started their position. Not enrolled users can only be Inactive.

Active - The user was created, approved, enrolled, and set to Active. This user can log on to
the Treasury application and conduct any business they are entitled to do.

Inactive - The user may be created, approved, and enrolled, but Inactive status prohibits the
user from logging on. Inactive can be used for a user that is temporarily away from their
duties.

Edited - The user's account access or entitlements were edited. Edited users can be Active
or Inactive.

Super Users - Super users have access to all accounts and product feature permissions
enabled for the company. This includes accounts and product features enabled in the future.
Admin - Admins can add, edit, delete, and approve company users in the Orrstown

Treasury Online channel.
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You can also select Create New User from the User List view.

Actions Drop-Down Menu
The following options are available from the Actions drop-down menu on the Account Lists
page:

e View User - If the information has been previously edited, you can select Show
Unsubmitted Edits to see the changes made, who made the changes, and at what
time those changes were made.

e Reset Password
e Edit User - You can set limits for payment types and delete users.

e Copy User - You can copy an existing user to make a new user with the same access,
entitlements, and limits.

Viewing User Information

1. Goto Admin > User List.

2. Select View User from the Actions drop-down list beside the appropriate user.

3. Scroll through the User Information, Account Access, and Entitlements options to view
specific information.

Select Show Unsubmitted Edits to view any changes that have been made but not yet saved.
You can Submit those changes or Discard All Edits, if appropriate. You are also able to select
Edit to modify the user information as needed.

Resetting Passwords

1. Goto Admin > User List.

2. Select Reset Password from the Actions drop-down list beside the appropriate user.
3. Select Auto Generate Password or Manually Set Password.

4. Enter a Temporary Password if Manually Set Password is selected.

5. Select Send Password.

Copying a User

You can copy an existing user to make a new user with the same access, entitlements, and
limits.

1. Go to Admin > User List.

2. Select Copy User from the Actions drop-down list beside the appropriate user.

3. Complete the following fields for the new user.

e Name
e LoginID
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e Department*
e Email

e Phone

e Fax*

*These fields are not required.
4. Select whether the new user is a Super User, Admin, or both.

Super User

A super user has access to all accounts and product feature permissions that are enabled
for the company. This includes accounts and product features enabled in the future.

Admin
An admin can add, edit, delete, and approve company users.

NOTE
By default, the new user has the same permissions as the copy-from user.

5. Select Save Changes.
6. On the following fields, adjust the new user's access as needed:

Account Access
IP Access

Time Access
Entitlements
User Limits

NOTE
By default, the new user has the same access and entitlements as the copy-from user.

7. Select Submit for Enrollment.

Editing User Information

1. Go to Admin > User List.

2. Select Edit User from the Actions drop-down list beside the appropriate user.

3. On the User Information tab, change the fields as needed, and then select Save Changes.
You can change these fields:

e Name
Login ID
Department
Email

Phone number
e Fax number
e Super User Status
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e Admin Status
4. Page through to edit a user's account access, time access, IP restriction, entittements, and
limits.
NOTE
Select Save on each page before moving on.
5. Select Save to process the changes.

NOTE
Changes may need to be approved by Orrstown before becoming effective.

Ensure that you have saved all changes throughout this page and select Back to User List.

Approving or Rejecting a User

You can approve or reject pending users from the User List. This step may be required
depending on Orrstown Bank's settings.

1. Go to Admin > User List.

2. Select Approve/Reject from the Actions drop-down list beside the appropriate user.

3. Select whether to Approve or Reject the user.
A comment window appears.

4. Enter any necessary comments.
5. Select Save.

Creating a User
Use Create New User to create a user and set their permissions.

Required fields are marked with a red asterisk in Orrstown Treasury
Online.

1. Goto Admin > Create a User.
2. Complete the following fields.

e Name

e LoginID

e Department — this field is not required.
e Email

e Phone

e Fax — this field is not required.

3. Select whether the new user is a Super User, Admin, or both.

Super User

A super user has access to all accounts and product feature permissions that are enabled
for the company. This includes accounts and product features enabled in the future.
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Admin

An admin can add, edit, delete, and approve company users.

4. Select Save Changes.

Continue to enter information by navigating the tabs in the sidebar.

User Informaﬁon

Account Access

IP Access

Time Access

ACH

Entitiements

User Limits

POSITIVE PAY

Entitiements

REPORTING

Entilements

Name * John Doe

Logn ID. *

Depanment

Email * ‘

Phone * ‘ - - Ext

Fax

MFA Blocked  No

Super User ."““-’"""
-

A The save button below applies to the current tab only. Once all tabs have been compieted and saved, chck the submit button at the top of the page

5. Page through to edit the user's account access, time access, IP restriction, entitlements, and

limits.

NOTE

You can set entitlements for ACH, Positive Pay, Reporting, Remote Deposit Capture,
Internal Transfer, Stop Payment, Integrated Services, and Wire.

TIP

Select Toggle Row to select all the check boxes that appear in that row. If the user should
have access to all items listed in a certain column, select the check box immediately
beneath the column name.

6. On the User Limits tabs, enter the Product Daily Limit, Daily Initiation Limit/Total Daily
Limit, and Approval Limit, and then select Save Changes.

You can set user limits for ACH, Internal Transfer, and Wire.

7. After completing all tabs, select Submit for Enroliment.
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W sus inactive

[T 22010 2t 3 ¥

A Note: Changes have been made to I User that have not been submitted for enroliment. You may tesume edibing, subma the curreat edifs for encoliment. of you may Lake the option 10 drcard afl edts Descard AS Edits

User Information

Account Actess

Name' * Jonn Doe

1P Access
Log ID

Tire Access
Department

Emad *
Enstiements Phone: * e
Fax
) MFABlocked  No

Erstiements Super User ACTVE .

Entitlement Field Definitions

Product Daily Limit

The product daily limit.
Daily Initiation Limit

The daily limit on initiations.
Approval Limit

The approval limit.
Transaction Limit

The transaction limit.
Daily Limit

The daily limit.
Restricted Batch

Select Restricted Batch, if appropriate. If enabled, the user can restrict batch payments
and batch approvals from the view of other users.

Create ACH Template

If selected, the user can create an ACH template.
Full Edit ACH Template

If selected, the user can edit information within a template.
Partial Edit ACH Template

If selected, the user can only edit amounts, prenote and hold selections, and addenda
information.

Delete ACH Template
If selected, the user can delete an ACH template.
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Approve ACH Template
If selected, the user can approve the creation of a template.
Create ACH Payment

If selected, the user can create and initiate a one-time, future-dated, or recurring ACH
payment.

Full Edit ACH Payment

If selected, the user can edit scheduled and recurring payments.
Delete ACH Payment

If selected, the user can cancel or uninitiate a payment.
Approve ACH Payment

If selected, the user can approve an ACH payment.
Partial Edit ACH Payment

If selected, the user can only edit amounts, prenote and hold selections, and addenda
information.

File Upload Edit

If selected, the user can edit files that are uploaded.
Upload/Create ARP Files

If selected, users can import an issued items file in fixed position or delimited file layout.
Download ARP Files

If selected, users can export their exceptions into CSV or PDF format.
Work ARP Exceptions

If selected, users can choose to pay or return check exceptions.
Work ACH Exceptions

If selected, users can choose to pay or return ACH exceptions.
CDR Balance

The user can work with the CDR Balance.
PDR Balance

The user can manage the PDR balance.
Date Range Balance

The user can work with the date range balance.
CDR Transaction

The user can work with CDR transactions.
PDR Transaction

The user can work with PDR transactions.
Date Range Transaction
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The user can work with date range transactions.
EDI Report

EDI Reporting requires an additional contract.
Create Internal Transfer/Loan Payment

The user can create internal transfers/loan payments.
Edit Internal Transfer/Loan Payment

The user can edit internal transfers/loan payments.
Delete Internal Transfer/Loan Payment

If selected, users can cancel or cancel series.
Approve Transfer/Loan Payment

The user can approve transfers/loan payments.
Add Stop Payment

The user can add stop payments.
Approve Stop Payment

The user can approve stop payments.
Cancel Stop Payment

The user can cancel stop payments.
Create Beneficiary

The user can create beneficiaries.
Edit Beneficiary

The user can edit beneficiaries.
Approve Beneficiary

The user can approve beneficiaries.
Delete Beneficiary

The user can delete beneficiaries.
Create Domestic Wire Payment

The user can create domestic wire payments.
Edit Domestic Wire Payment

The user can edit domestic wire payments.
Delete Domestic Wire Payment

The user can delete domestic wire payments.
Approve Domestic Wire Payment

The user can approve domestic wire payments.
Create Internal Template

The user can create templates.

Orrstown Treasury Online Channel 102



Edit Internal Template

The user can edit templates.
Approve Internal Template

The user can approve templates.
Delete Internal Template

The user can delete templates.
Create DLI Wire Payment

The user can create DLI wire payments.
Approve DLI Wire Payment

The user can approve DLI wire payments.
Electronic Documents

The user can work with electronic documents.
Bill Pay

The user can work with bill pay.

Account Nicknames

To find an account, start typing the Account Number, Account Type, or Account Nickname in
the filter box at the top of the page. The accounts available narrow down as you type until the
matching account remains.

Editing Account Nicknames

1. Go to Admin > Account Nicknames.
2. Select a situation and follow the corresponding steps.

Situation Steps

Editing asingle account

. 1. select (& beside the appropriate account.
nickname

2. Enter the Account Nickname in the available text box.

3. Select the check mark beside the text box to save changes.

Editing all account
nicknames 1. Select Bulk Edit Nicknames.

2. Enter all the Account Nicknames needed.
3. Select Save.
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