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MINIMUM SYSTEM REQUIREMENTS

Workstation
933MHZ, 2GB RAM, 8MB-Video, USB 2.0 Port, keyboard, mouse, and monitor

Operating Systems:

Windows 7 64-bit

Windows 8 64-bit

Windows 8.1

Mac OS X 10.8 (Mountain Lion)

e Mac OS x 10.9 (Mavericks)

o If used to scan checks, Mac OS is certified for use only with a Panini scanners VisionX and I:Deal;
Ethernet-attached Magtek Excella or Excella STX scanner (no drivers are required to be installed on a
Mac when using Magtek scanners).

o Recommended minimum is Mac OS X 10.6 (Snow Leopard). Mac OS X 10.6 (Snow Leopard) is the
required minimum for Panini scanners.

Installing more than one scanner driver on a PC may create service issues. If you need more than one scanner
driver please use a separate PC.

Note for Mac users: We acknowledge that many of the scanner drivers will work in a virtual Windows environment,

using tools like VMWare’s Fusion and Parallels Desktop. Although many of our customers find they can run
scanners successfully in this type of environment, most scanner manufacturers do not certify or support their
drivers for use in virtual machines. Therefore, we cannot guarantee that your scanners will work in virtual
environments, and any customer support for such environments will be on a best-effort basis.

Software

o Adobe Acrobat Reader version 6.0 or higher (free from Adobe)
e Java Runtime Environment (JRE) (web browser plug-in; free from Oracle) - JRE 7u67 or higher

Network Connectivity

If a firewall is being used, the appropriate TCP/IP ports must be open. Contact your network administrator for this
information.
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Browser

e  Microsoft Internet Explorer version 9 or higher
e Mozilla Firefox — 28 or higher
e Apple Safari - 6.1-6.1.1 or higher

Please note - The stated version numbers are our supported minimums for each browser type. However we
recommend that users continue to update their browsers to the latest versions unless otherwise indicated above,
using the appropriate mechanisms to take advantage of security and performance enhancements issued by the
browser vendor.
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IMPORTANT INFORMATION

Understanding Checks and MICR Information

Before you begin using Merchant Deposit Capture service to scan checks and make deposits, it is important that
you become familiar with check terminology and composition.

At the bottom of a check is a line of characters encoded in magnetic ink. This line is called the MICR (Magnetic Ink
Character Recognition) line. The information included in the MICR line may vary from check to check. The sample
image below depicts a typical business check, with the various parts of the MICR line labeled.
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Aux On-Us  EPC Route/Tran- Bank On- Encoded amount
number  number sit number Us number (this may or may not
appear on an item)

Items You May Deposit

You may use Merchant Deposit Capture to deposit a variety of negotiable U.S. dollar items that are drawn on U.S.
banks:

Personal Checks
Business Checks
Cashier Checks
Traveler's Checks
Money Orders
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As long as the negotiable item is MICR encoded with a valid 9-digit routing and transit number, it can be scanned
and deposited. Note: Merchant Deposit Capture does not automatically read the dollar amount on Traveler’s
Checks.

Scanner Location
If the scanner needs to be moved to another PC at the same location once installed, install the drivers on the new
PC using the Scanner Driver Installation procedures provided in this guide. You may remove the drivers on the old

PC or leave them depending on your preference.

NOTE: The scanner may not be moved from your assigned customer location without prior approval by
Cathay Bank.

Cutoff Time

Batches must be approved prior to the 5:00 p.m. Pacific Time cut-off to be processed that business day. Batches
approved after cutoff or on a non-banking day (M-F, excluding holidays) will be processed the following business
day.

Check Storage

Checks received by you contain confidential data. All scanned checks must be secured in a locked location for 60
days. After 60 days, scanned checks must be destroyed (i.e. shredded).

MEMBER

‘ FDIC &



CATHAY BANK WEBSITE LOG IN PROCESS

Access to Merchant Deposit Capture is through Cathay Business Online Banking. There is no direct link to
Merchant Deposit Capture.

To access Merchant Deposit Capture, open an Internet Browser, enter www.cathaybank.com, and perform the
following steps.

At Cathay Bank’s home page, click Business Banking.
Enter your Company ID.

Enter your User ID.

Click Log In.

N N
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@ Bg:‘l1kay Home | About Us | Investor Relations | Contact Us | Branch/ATM Locator

Personal Business/Commercial Foreign Exchange Investments

Online Banking /
@ Personal Banking

Q Business Banking
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full of opportunity.
We see it, too.

S & £
>> Learn More

Company ID

View Demo | Register | Learn More

Ceeoeoe

Secure Login

1. To help safeguard your information, if you are signing on from a device you have not used before, you will
be prompted to validate your identity through a One-Time Security Code.

2. A phone call or SMS (Short Message Service) text message is used to confirm your identity.
Note: Based on your carrier contract, you may be charged standard text message rates for SMS.

3. Click Continue with Security Code. If your sign in does not require additional authentication, the
password page is displayed.
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@ Cathay Sign in to Cathay Business Online Banking

Ba n An extra layer of security is needed to complete this request.

Company ID: 123456
User ID: johnsmith
Enter different Company/User ID

Need help?
Contact us at 1-800-9Cathay (1-800-922-8429) When you continue, we will call or send a text message and ask
you fo enter a one-time code.

Visit the Bank Home Web

- | Continue with Security Code

Cancel

One-Time Security Code

You will need a One-Time Security Code in order to access the Password page. You can select Phone or Text
Message to receive the One-Time Security Code.

Text Message Authentication

One-Time Security Code

Tell us where to reach you

We need to call or send a text message to complete this process. Please tell us where you

C can be reached. anking
E Don't recognize these phone numbers?

You might have entered an incorrect user ID. Return to the sign-in page and re-enter your
user ID. If you recognize the phone numbers, but they are no longer accurate, contact 1-800-
9Cathay (1-800-922-8429).

Phone: O (XXX) XXX-5115

O OO0 XXX-9411
- Text Message:

Need help?
Contact us at 1-8C

Send a text message to a mobile phone on record.

Note: Standard text message rates apply. Please contact your
wireless carrier for details. age and ask

Visit the Bank Hor

My phone number is not listed

MEMBER
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1. Enter the Mobile phone number. The mobile number MUST match your number on record with the Bank.

Cathav Sign in to Cathay Business Online Banking

E One-Time Security Code

Enter your mobile phone number

Please enter the mobile phone number you have on record with us. We will send you a text
message with a one-time security code.

Important: By clicking Send Text Message, you agree to the Terms of Use. Standard text
message rates apply. Contact your wireless carrier for details.

Need help?
Contact us at 1-8C

Country/region: United States N age and ask

Visit the Bank Hor Mobile phone numigr: ‘6281234567

(Area/city code and focal number)

- ‘ Send Text Message H Cancel ‘

2. Click Send Text Message. A text message containing a one-time security code will be sent to your
phone.
3. Enter the one-time security code and click Submit. You have 3 attempts to enter the security code

correctly before you are locked out and require password reset.

Cathay Sign in to Cathay Business Online Banking

[= Bank

An extra layer of security is needed to complete this request

Company ID: 980892

Hene IN- TEeT

One-Time Security Code

Enter the security code

Need help? We have sent a text message with a one-time security code to (30X) XXX-0130. Once you

e receive the message, enter the security code and click Submit. age and ask

Visitthe Bank Hor o502 note that text messages can take a few minutes fo be received.

é One-time security code: l:l)

| didnt receive a text message
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Phone Call Authentication

@ gathay Sign in to Cathay Business Online Banking

One-Time Security Code

Tell us where to reach you

We need to call or send a text message fo complete thiz process. Please tell us where you
can be reached.

Don't recognize these phone numbers?

Need help? You might have entered an incorrect user ID. Return to the sign-in page and re-enter your
Contactus at 1-8C  user ID. If you recognize the phone numbers, but they are no longer accurate, contact 1-300- age and ask
9Cathay (1-300-922-8429),

Vigit the Bank Hj
< Phone: @ (O0X) XXX-2016 )

T O] A0Tae

Text Message: (O Send a text message to a mobile phone on record

Note: Standard text message rafes apply. Please confact your
wireless carrier for details.

- Continue || Cancel

My phone number is not listed

1. Select the appropriate phone number (if you have more than one) and click Continue.

2. A one-time security code will be displayed and you will receive a recorded telephone message.

Cathay Sign in to Cathay Business Online Banking

Ba n k An exfra layer of security is needed to complete this request.
Company ID: 980992
One-Time Security Code

Enter the security code

Need help? Please wait for your phone call. We are now calling (X00() X00(-3916. During the call, you will
Contactus at 180 1o "3ckaq 10 enter the one-time security code displayed below age and ask

Visit the Bank Hor e vy complete the phone call, click Phone Call Completed.

One-time security code: 69449

-| Phone Call Completed || Cancel |

| didn't receive a phone call
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e Speak or enter the security code into your phone once you receive your phone call.

e  You will have 3 attempts to correctly speak or enter the code.

3. After completing the phone call, click Phone Call Completed. You will be forwarded to the Password

page if the code was entered correctly.

Password Requirements

Password Requirements:

e Case specific.

e Must be at least 8 characters but no more than 12 characters in length.

e Must include a combination of three of the four following character types:

e Upper case letters: A through Z

e |Lower case letters: a through z

e Numbers: O through 9

e Special characters: #S$S@! %" &*)(_+=1/2;:.}{-[1]
e Cannot include more than three consecutive identical characters.

e Cannot be one of 15 previously used passwords (not applicable for first time login).
e Expires every 90 days.

e Can only be changed once a day by own user.

NOTE: Do not share your password with any other user.

MEMBER
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Password (First Time Login or Password Expired)

@ Cathay Reset Password

Ba n Your current password has expired and must be changed. Please provide
the information below and click Submit.

@v password: | | )
assword requirements: U @ requiremems met

Your password-

Must be 8 fo 12 characters long.

Must include at least three of the following: lower case

letter, upper case letter, number, special character.

Cannof include spaces

Cannof include a character that repeats more than 3

Need help? fimes. .

Contact us at 1-800-8Cathay (1-800-922-8429) (Cjaﬂ mc!ti'if% the golfrio?f}ng characters: @ #$ % " &~
+ = N -

Is case sensitive

Visit the Bank Home Web
@irm new password: | | )

— | Submit ” Cancel |

1. Enter your current password and new password (in New password and Confirm new password fields).

2. Click Submit.

MEMBER
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Cathay Change Password
Ba nk Confirmation

Your password was changed. Click Continue to access your financial information.

——— | Continue ” Sign Out

Need help?
Contact us at 1-800-9Cathay (1-800-922-8429)

Visit the Bank Home Web

3. Click Continue. The Business Online Banking Welcome screen will be displayed.

Password (Not First Time Login or Password Expired)

1. Enter your password and click Sign In. The Business Online Banking Welcome screen will be displayed.

@ Cathay Sign in to Cathay Business Online Banking

Ba n Please enter your password and click Sign In.
Company ID: 980992
User ID: ehosozawa

Enter different Company/User [D

- Password: | D

Need help? Forgot your password?
Contact us at 1-800-9Cathay (1-800-922-8429)

Sign In Cancel
Visit the Bank Home Web -

MEMBER
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2. Users who forget their passwords and have not been locked out from the system can reset the password

by clicking reset it yourself from the sign in page. Users who are locked out should contact their

company administrator. For administrator lockout, call 1-800-9CATHAY.

Accessing Merchant Deposit Capture

Once logged into Business Online Banking, select the Account Services tab and click on CCX Remote Deposit

Capture. (This is the product name for our service, Merchant Deposit Capture.)

@ Cathay
Bank

Welcome Reports w  Transfers and Payments w

Welcome Eric. Today is June 27, 2018.

Recent Alerts & Messages

06127 Telephone Number Changed
0627 Telephone Number Changed
06127 Telephone Number Changed
06127 Statement Available

06126 Statement Available

06/25  Statement Available
06/24 Statement Available
0623 Statement Available

Manage Alerts | Received Mail and Alerts

Important Account Balances

ach prefunding control account, 22228
BUSINESS CHECKING, 4321
Company A - CHECKING Ops, 27456
The Payroll Account, 23458

Checking as

Account Services w

Stop Payment

Administration w

Partial Account Reconciliation

Stop check p:
Existing stops

ACH Positive Pay
Manage exceptions
Exceptions status

Man

Positive Pay
Manage exceptions
Enter issues.

Import issues
Import decisions
Update issues
Approve issues
Exception decisions
‘Outstanding issues
Stale issues

Issue status

Approve decision files

Activity - reconciliation

Check Reorder

Re-order checks and deposit slips

Commercial Capture Xpress
> CCX Remote Deposit Capture

Netimage

Netlmage

Fr Sa
1 2
8 9
15 16
22 23
29 30

Jlayed in this panel.

Your last login was June 27, 2018 at 07:59 PM ET_

Bank Home | Disclosures | Help | Sign OFf

Add Info Panels

Exceptions Decision

View by: My decisions | All decisions

Check Exceptions
There are no exceptions waiting for your approval.
ACH Positive Pay

No exceptions awaiting decision or approval.

Shortcuts

Favorites Edit Favorites

You have no favorites.
Saved Reports Edil Saved Reporis

You have no saved reporis.

Scanner Driver Installation (One Time Setup)

NOTES: Do not connect the scanner to your PC at this time. Do not install on a PC that has other scanner

drivers installed as it may affect performance or access.

1. Click on Documentation.

2. Click on your scanner type.

12

MEMBER

FDIC 2

EQUAL HOUSING
LENDER



Documentation and Drivers
Home
Capture Scanner Drivers and Documentation

Approval
Transactions
Batch Status
Reports
Payment Export

Bummoughs SmartSource Pro and Adaplive
Canon
Digital Check

Maintenance

Users

- [);cumentation

3. Click on Driver Installation package.

Digital Check Scanners Installation Information

Home
Capture General Documentation
Approval
X + DigitalCheck Website
Transactions
Batch Status Current Driver Installation Package
Reports
Payment Export + |nstallation Instructions (PDF Format)

mmmmm—pe- Driver Installation package

Maintenance . .
Instructions for Removal of Older Drivers
Users
Documentation - 2008 (TS1) Driver Package

= Removal Instructions (POF Format

4. Note: If you do not have a current Java Runtime Environment (JRE) installed on your computer,
Internet Explorer will prompt you to install the latest Java version. Go to the Java Installation or Update
section below for installation instructions.

Java Installation or Update
5. If you receive the prompt to update Java:

a. Click Agree and Start Free Download to update to the latest Java Runtime Environment.

b. Click Install. Once you have successfully installed Java, a message will notify you of completion.

c. Click Finish.

MEMBER
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Note:

Help Resources

= What is Java?

» Remove Older Versions
= Disable Java

» Emor Messages

» Troubleshoot Java

» Other Help

Windows 64-bit Users

Do you use both 32-bit and
64-bit browsers?

» FAQ about G4-bit Java for
Windows

Offline Installation

Trouble downloading?
Try the offline installer

Download Help

Download Java for Windows

Recommended Version 7 Update 40 (filesize: 892 KB)

By downloading Java you acknowledge that you have read and accepted the terms of the end user
license agreement

G When your Java installation completes, you may need to restart your browser (close all browser
windows and re-open) to enable the Java installation.

» Installation Instructions
» System Requirements

Mot the right operating system? See all Java downloads.

Java software for your computer, or the Java Runtime Environment, is also referred to as the Java
Runtime, Runtime Environment, Runtime, JRE, Java Virtual Machine, Viriual Machine, Java VM, JVM, VM,
Java plug-in, Java plugin, Java add-on or Java download

If you have any questions or concerns about installing Java (JRE,) contact your Administrator (IT

person).

6. The File Download - Security Warning screen will be displayed. Click Run.

X]

File Download - Security Warning
Do you want to run or zave thig file?

Mame: FIS_DCC_2011.exe
Tupe: Application, 3.06ME
Fram: rcsdemo.epaysol.com

—

Bun ][ Save ]| Cancel |

patentially harm pour computer. [f you do not trust the source, da nat

|_F) while files from the Internet can be useful, this file type can
)
= win or save this software, Ywhat's the risk?
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7. The Internet Explorer — Security Warning screen will be displayed. Click Run.

Hoamé
Capture
Approval
Transactions
Batch Status

Reports
Payment Export

Maintenance
Users

Docimentation

Digital Check Scan R —
General Documentat Jj Hame: F ivet P
Publicher:
(3] e aptions ——  fo | [ Doiteen |
Current Driver Install
1 ‘yhiba filics From the: Inkemet can be ussful, this fils type can potantialy ham

&/ your compuber, Only run softweare from publishers you trust, What's the rick?

Instructions for Reme

« 2008 (T51) Driver P}clea-:e

Internet Explorer - Security Warning X

8. The appropriate driver package screen will be displayed. Click Next.

% Fis DCC Driver Packape 2011 Setup

Homea

Capiure
Approval
Transactions
Batch Status
Repors
Payment Export

Haintenance
Users
Documentation

Welcome to the FIS DCC Driver

igital Check 9
Digital Chec Package 2011 Setup Wizard

General Documsg This wizard wil guide you through the installation of F15 DCC

Driver Package 2011,

Tt i recofinercded that you coss all other sppbcations
before starting Setup. This vwill make i possible bo update
redevant system fikes without having to reboot your
COMmpLUbEr.

ek Mt bo conkinge,

Current Driver |

Instructions for

= 2008 (T

.

m— e ] [ o ]

15
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9. The License Agreement screen will be displayed. Click | Agree.

8B FIS DCC Driver Packape 2011 Setup

Digital Check

Licenze Agresment
Pleass review the Bosnse berms before instaling FIS DCC Driver Packags 2011,

FIS

Home
Capture General Docume Press Page Down to ses the rest of the: agresment.
Approval + Diginlheci We Fidkality Mational Infarmastion Services SOFTWARE RELATED COMPONENTS. A
T
TN END-UISER: LICENSE AGREEMENT FOR Fidelity National Iformation Services SOFTWARE
h Sta Current Driver I
IMPORTANT-READ CAREFLULLY: This Fidedity National Infarmation Servioes End-Liser
Reports : License Agresment ("EULAT) s a begal agreerment: bebwesn vou (sther an indevidual or a
Pavm » . w isingle entity) ard Fidelty Mational Infoemation Services For the Fidelty National
- n Information Services software product(s) idertified shove which may inchude sssocisted
softwane components, media, printed materials, and “online” or alactnonic docurment stion
’ . ("SOF T'WARE FRODUCT"). By instaling, copying, or obhervse using the SOFTWARE
Hnnlgne s Instructions for | |PROGUCT, you agres to be bound by the berms of this ELLA, IF you do not sgree ta the
Users
: 2008 (T54) Dl IF yiou accept the terms of the: chick I Agres bo continue. You must accept the
Documentation  RBESUDNY  aoreement boinstal FIS DCC Driver Package 2011,
 Remow
N—
TellerScan 32-bit and &4 -bit Combined Driver v4.2 - InstallShield Wizard wu  UsarN
Digital Check 9 Preparing to Install...
Home
i General Docume TellerScan 32-bit and 64-bit Combined Criver v4.2 Setup is
et preparing the InstaliShield |, which will guide you
Approval thecasgh the program setup process. Please wat.
ransacipong
h Sta Current Driver | Dacompressing: TederScan 32-bit and G4-bit Combinesd Driver
Hepors w2 mesl
Eayment Ex o [ENNS AN NN NSNS NNNENNNANNNNNNNEANE ]
HMaintenance Instructions for
Users
Documentation * 2008 (T51) Dl
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10. The InstallShield Wizard screen will be displayed. Click Next.

8 Marchant Deposit Capture Daro
Welcome to the InstallShield Wizard for
TellerScan 32-bit and 64-bit Combined Driver fate
J Installing vi2 —
Digital Check §  Flesss wat The Instalshield(R) Wizard vl intal TellerScan 32-62 and
o 64-bit Combined Driver v4.2 on your computer. Ta continus,
Hom chck Mt
Captur General Documeg
Approval + DigéalCheck We
Tran: i}
Batch Status Current Driver Ir
WARNING: This program is protected by copyight Ly and
Reports : inbernational tresties,
Maintenancs Instructions for
Users
Documentation * 2008 (T51) Driy
' Remov —  hed> | [ cawd
{8 Merchark Deposit Capture Dema T ] Safety = Tot
-i'.;'r!-' TellerScan 32-bit and &4-bit Combined Driver v4.2 - InstallShi. -
Installing TellerScan 32-bit and 64-bit Combined Driver vid.2
S 2 Thee program fastunes you selected are being installed,
Inztalling
btk d  Ploase wait wh i Please vk whis the IrstalShiskd Wizard installs TelerScan 2-bit and 64-bit
Digital Check § 5z ﬁ Comblned Bvhver v 2 THE sy takis seversl ilikes,. =
Homi
c n General Docume E e Shatus:
Approval - - _— '!IIIIIII
Tran - n . M mmfﬁﬂ' IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII
h Sta ClirantDrvaEl] | oo b
Reports Emﬂf’-”ﬁ
1 . o Extract: T
Haintenance Instructions for
Users
DOCUMEnTAtcn = 2008 (T51) Dri
v Remows Cancel
MEMBER
17

EQUAL HOUSING
LENDER



1. The appropriate scanner driver screen will be displayed. Please make sure your check scanner is
TURNED OFF and is NOT CONNECTED to your computer. Click OK.

5 Merchark Deposit Caphure Defma

Installing TellerScan 32-bit and &4 -hit Combined Driver v4.2
The program festures you selected are beirg installed,

Installing )
ici g Plesswstwh Flease wak whis the IrstalShisk] Wizard installs TellerScan 22-bi and 64-bi
Digital Check & ﬁ Combined Driver ¥4.2. This may take severdl
Homa
C e General Docume Exmoute: “Ci\P Skatus:
Approval DicRaih m
Tram: 1
tch St Current Driy
Reporns
Poyment Ex . Fahars o o 50 may cormupt the drivir instalstion and requine further techricel supgort.
ek 'O’ continus.
Maintenance Instruction
Users —
Documentation * 208 (T4 e
» REmMOTS | Cancel
12. The InstallShield Wizard screen will be displayed. Click Finish.
8 Merchant Deposit Capture Demo £l | cmn v Paoss Safety = Took = |
InstaliShield Wiz.... [5] 3
InstallShield Wizard Completed
jeter Wa  Profis | Helo
Digital Check S The Iratatshisld Wizard has successhully installed TellerSean
32-bit and 64-bit Combined Driver v4.2, You may feed b
Home spacfy C:iProgram Fles) TelerScan!Drivers as your driver
c = General Docume location i prompbed, Click Finish bo et the wizard,
dporoval + Dighpitheck Wel
Tran: 1%
Batch Status Current Driver Ir
ReDOrs
[ ¢ batglen pain
Maintenance Instructions for
Users
Documentation - 2008 (T51) Dri
s —
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8 Marchart Deposit Capture Derno

Inztalling "
Digital Check §  Pleass wat whis FIS DCC Driver Package 2011 is being nstaled. FIS
Home
Capture General DOCUM® .. Frdcomc2)16.d.. 100%
.ﬂ.pm'aal o 2 .'IrlI.llIFPl.l:lI‘Il.l.IIF.I:Ill.l:lll.l:lll.llllll.l:l!. ]
=i 1= . gial’heci Vel
Transactions Cutput Falder: CIWINDOWS|system32 A
Batch & ) Extract: To#_ASCTLfrt... 100%
tch Status Current Driver Irj Extract: Ted_1)2_AsciFont.fnt... 100%
Repors Extract: Ts200_1MsciFont,bin... 100%
. 5 B . Extract: PC2424 FNT... 100%
Payment Export 3 WN hat Extract: Ts2DiLdl,,, 100%
Extract: tsddldl... 1007
Extract: bascapd2.di... 100%,
Haintenance Instructions for Extract: decinage.dl... 100%
Extract: ScanCheckPro.dl.,, 100%
A5eLE Extract: 1canCheckPro.dl, ., 1009
Documentation * HMBTIION | extract: EZJcomC2I AL . 100% 3
13. The FIS Driver Package Setup screen will be displayed. Click Finish.
£ Merchart Deposit Capture Damma 5 - B - -
& Fis DCC Driver Package 2011 Setup A= .
Digital Check S Completing the FIS DCC Driver
y Package 2011 Setup Wizard
Homa
aptur General Documg FIS DCC Driver Package 2011 has been installsd on your
computer.,
Approval v Dictalchack W
Transactions Click Firish b closa this wizard.
Batch Status Current Driver |
| Reports
r Payment Export ' — "
Maintenance Instructions for
Users
Documentation - 2008 (T4 O
—
MEMBER
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MANAGE USERS

The user administration option is used by the company administrator to add, modify or delete the company’s end
users, and to determine the services and accounts users can access. Under Administration, a profile is created for
each user including a unique ID, secure password, and the services to which the user in entitled. An Administrator
will have already been established for both Business Online Banking and the CCX Remote Deposit Capture
systems.

Creating additional users requires separate setups in Business Online Banking and Merchant Deposit Capture.

Create Additional User (Cathay Business Online Banking)

1. From the Administration menu, select Manage users.

BankHome | Disclosures | Help | Sign OFf

Welcome  Reports w  Transfars and Payments v

Welcome Tony. Today is August 23, 2014

IManage Alerts | Received Mail and Alerts

Account Services ¥

Administration w

Communications
Mail and alerts

Forms and documents

Service Administration

Manage positive pay settings

Manage contact preferences

Recent Alerts & Messages Sk Sent mail . ; Balance Snapshot
Self Administration
0823 st t Availabl Fo Manage alerts
i, atement Available Change password Checking Balance as of 08/27/2014
Yq Contact us

Cathay Bank, *4321

Your last login was August 26, 2014 at 02:37 PM ET.

Add Info Panels

$87.00

Sa Manage favorites
Exceptions Decision yo Company Administration

View by: My decisions | Alm Manage users

Approve user changes

Edit accounts and dates displayed
View user activity report

Check Exceptions
. - Manage account information
There are no exceptions waiting for your approval.

Manage approval settings

Invalid login report

User setup report

Express account management

Manage SEC codes - ACH files
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2. Select Create New User to go to the New User - Profile page.

Welcome  Reports v  Transfers and Paymenis »  Account Services v  Administration w

+ User administration L. .
D It o User Administration

approval
e Review the options listed below for available user administration tasks

Account administration
f ; A !
Approvals administration To quickly entitle a new account for company users, go to Express Account Management
View invalid login report
omree Create New User
View user setup report
Express account To create a new user, click on the button below. You will have an opportunity to copy an existing user during the process

managemen|
g - Create new user

Manage Existing Users
To manage a user's profile, roles, services & accounts, system access, or change limits, click on the appropriate user ID
User ID First Name Last Name Status

TEST1 Tester One Active System access

Note: Only the Admin User of a company is entitled to the rights of the Company Administration.

3. The user administration progress bar appears when a user is created and illustrates the steps in the setup
process. As administrators progress through the process, the previous steps appear as hyperlinks which

can be clicked to make changes to previously accessed screens in the user’s profile.
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4. Enter the detail for the User ID, Password, User Name, Email Address and Telephone Number
information then click Continue.

Y

o
Profile

New User - Profile

Enter the new users information below, and click "Continue™. To save this new user as a draft to be completed at a later time, click the link "Save

User Information

User ID: Test1

Password: ssssssene
(Passwords are not case sensitive, are 8 to 12 characters long and muit contain at least 1 letter and 1 number.)

Confirm password: ssssenene
Tester

One

First name:

Last name:

tester.one@cathaybank.com

Primary e-mail address:
Secondary e-mail address (oMional): tester.one@cathaybank.com

Additional information (optional):

User Telephone Number

The telephone number is used to contact or notify the user for security reasons. An extension is required when needed to reach the user within g

Lahbel Country/Region Area/City Code & Number Extensiol

Work  [=] UNITED STATES [~] 6262793883

Add additional telephone number

ﬁ Continue Save as Draft

5. Select the User Roles if applicable, and click Continue.

Welcome Reports w  Transfers and Payments +  Account Services »  Administration w
Profile Roles

New User - Roles
Select roles for this new user, and click "Continue " To save this new user as a draft to be completed at a later time, click the link "Save as Draft.”

New user: Tester Two (TEST2) Edit

Copy Existing User (optional)

To save time in creating a new user, copy roles, services, and accounts from an existing user. Select the appropriate option and link below. Roles, services, and accounts will b
edited as required

@ Do not copy user.

Copy user: Select user

User Roles (optional)

] Allow this user to setup templates.
(This entitles the user to template setup capabilities for only those services and accounts to which the user has been enfitied.)
[[] Allow this user to approve transactions
(This entitles the user to fransmit capabilities for only those services to which the user has been entifled.)
[7] Grant this user administration privileges.
(This will allow the user to add, modify. copy and delete users, modify their roles, services and account access, rename accounts, and modify the number of approvers required for requests.}

q Continue Save as Draft

& FDIC &



Under the Service & Accounts link, click Add next to each service to which the user is entitled, then click
Save Changes. To enable user access to Merchant Deposit Capture, select Commerical Capture Express
and enter the user ID (company ID-username. See example below.) Once complete, click Continue.

T T

—
Link the user to this Commercial Capture Xpress user || ( 980992-TESTZ|

>

Deposit Account Reporting
Deposit Reporting

Express Transfer

Federal Tax

Incoming Wire Report
Information Reporting

Loan

Positive Pay

Positive Pay Exception Maintenance
Positive Pay Issue Maintenance
PPD Collection

PPD Payment

Statements and Documents
Stop Payment

Wire Domestic One Time

Wire Domestic Template Based
Wire USD Intl One Time

Wire USD Intl Template Based

q Continue Save as Draft

- Save changes Do not

7. Click Submit.

New User - Verification

To make changes, click on the section in the progress bar at the top of the page, or the appropriate link below.

Profile
Name: Tester One
Userld TEST1
Primary e-mail address: tester one@cathaybank.com
Telephone number 626-279-3883
Roles
Enabled roles Administration
Setup
Approval
Services & Accounts:
Enabled services: 24 of 24 available
Limits:
Limits completed ACH
Wire
Bill pay

- Submit Save as Draft

The new user you have entered is now complete. Review summary information below and click "Submit.” To save this new user as a draft to be completed at a later time, click the link "Save as Draft.”

Change Profile

Change Roles

Change Services & Accounts

Change Limits /

23
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8. The New User — Confirmation screen will be displayed.

Welcome  Reports

Bank Home | Disclosures

Transfers and Payments »  Account Services +  Administration w

Profile Roles Services & Accounts. Limits Verification

New User - Confirmation

Security settings may require additional approvals before this User ID is active. Review the user status listed below. To manage an existing user, complete a saved user, or create a new user, go to User Administration

Submitted User Summary

Name Tester One
User ID: TEST1
Primary e-mail address tester one@cathaybank.com
Telephone number: 626-279-3883
User Status
User status: Active

Modify/Delete User

1. From the Administration menu, select Manage users.

2. Click the User ID of the user you wish to modify or delete under Manage Existing Users.

» User administration

User administration
approval

Account administration
Approvals administration
View invalid login report
View user setup report

Express account
management

Welcome  Reports v  Transfers and Paymenis v Al. Administration v

User Administration

Review the options listed below for available user administration tasks

To quickly entitle a new account for company users, go to Express Account Management

Create New User

To create a new user, click on the button below. You will have an opportunity to copy an existing user during the process

Create new user

Manage Existing Users

To manage a user's profile, roles, services & accounts, system access, or change limits, click on the appropriate user ID

User ID First Name Last Name Status

‘ TEST1 Tester One Active System access

* FDIC
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Create Additional User (CCX Remote Deposit Capture)

1.

From the Account Services menu in Business Online Banking, click CCX Remote Deposit Capture.

Welcome Reporis w Transfers and Payments w

Welcome Tester. Todayis October 18, 2013

Recent Alerts & Messages

10/18 Password Changed
10118 Password Changed

Manage Alerts | Received Mail and Alerts

Balance Snapshot

You do not have accounts selected for display in this i
panel.

Edit accounts and dates displayed

Issues & Issue Files Approval
View by: My approvals

There are no issues or issue files waiting for your appi

Account Services w

Stop Payment
Stop payment request

Stop payment activity

Positive Pay
Pasitive pay exceptions manager
Positive pay issue entry

Positive pay issue file import

Pasitive pay decision file import
Positive pay update issue

Positive pay issue approval

Pasitive pay decisions report

Positive pay outstanding issues report
Positive pay stale issues report
Pasitive pay issue status report

Positive pay decision file approval

Administration w

Check Reorder

Order checks/depaosit slips

Commercial Capture Xpress

Netlmage

Netimage

- CC X Remote Deposit Capture

Iy

2. Click Users.

Home
apture
IApproval

[

Good Morning Cathay Test Company!

Transactions
Batch Status
Reports
Payment Export

Maintenance
Users

Documentation

Welcome to Merchant Deposit Capture!

‘Your last successful login was Sep 27 2013 at 11:01AM PST.
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3. Select New Client User and the following screen will appear.

User Search | Mew Client User | Mofifications

Home New Client User
Capture
h | Choose Client /Cathay Test Company =]
pprova
. Choose Role f|Advanced Processing Officer [«
[ransactions

Advanced Processing Officer

Batch Status

Reports
Payment Export

4. Select the new user security role, and click Continue.

The following security roles are available. See the Depositor User Role Matrix at the end of this
document for detailed information on each of these security roles.

Advanced Processing Officer
Approver

Manager

Processing Officer

Research Officer

Supervisor

5. Enter the required field information with any other fields desired.

6. Click Save.

& FDIC &



User Search | New Client User | Nofifications

Home Edit User
ICapture
Approval
Transactions
Batch Status
Reports
Payment Export

Required Fields are marked with an asterisk(*).

User Group | Cathay Test Company deposiior manager E|

* User Name Tester One
Login Name Tesii

Office 00000000

* Password
Maintenance * Confirm Password
hange Password On Next Login
S$S0 UserID 980992-TEST1
{Mote: You only need to fill out S50 User ID for the users that need 550.)
Email tester one@cathaybank.c

Time Zone |Eastern Time [

Users

Documentation

Scanner |Digital Check [=]
Scanner [P 192.168.160.2
Ranger Shutdown

Active

User Last Login Attempt Status Normal

PROCESSING DEPOSITS

Once logged into Business Online Banking, select the Account Services tab and click on CCX Remote Deposit
Capture. (This is the product name for our service, Merchant Deposit Capture.)

7 FDIC &



@ Cathay
Bank

Welcome Reports w  Transfers and Payments w  Account Services w  Administration w

Welcome Eric. Todayis June 27, 2018. Stop Payment

Partial Account Reconciliation

Stop check p

Recent Alerts & Messages Existing stops

06/27  Telephone Number Changed

Activity - reconciliation

Check Reorder

ACH Positive Pay »
06/27  Telephone Number Changed IManage exceptions Re-order checks and deposit slips Fr Sa
06127 Telephone Number Changed Exceptions status c e . : ,
i .ommercial Capture Xpress
06/27  Statement Available TR R T TS P ' P . .
06/26  Statement Available CCX Remote Deposit Capture
Positive P: 15 16
06/25  Statement Available ositive Pay
. Netimage 22 23
06/24  Statement Available Manage exceptions
Netlmage 20 30

06/23  Statement Available Enter issues

i . Import issues
Manage Alerts | Received Mail and Alerts.
Import decisions
Update issues
Important Account Balances P
Approve issues
Checking Aas  Exception decisions
ach prefunding control account, 22228 ‘Outstanding issues
BUSINESS CHECKING, 74321 Stale issues
Company A - CHECKING Ops, 27456 Issue status

The Payroll Account, 23458 Approve decision files

ayed in this panel.

Bank Home | Disclosures | Help | Sign Off

Your last login was June 27, 2018 at 07:59 PM ET_ Add Info Panels

Exceptions Decision

View by: My decisions | All decisions

Check Exceptions
There are no exceptions waiting for your approval.
ACH Positive Pay

No exceptions awaiting decision or approval.

Shortcuts
Favorites Edit Favorites
You have no favorites.
Saved Reports Edil Saved Reports

You have no saved reports.

Capturing Deposits

First add up the checks for deposit so you have a total count and amount. This information will be entered when

you capture deposits and ensure that the checks are scanned for the correct amount. Ensure the scanner is

connected to the computer and is powered on.

1. To make deposits, select the Capture link on the left side of the screen.

Home

- Cpture
: Perform check scanning |

Transacmo
Batch Status
Reports

Payment Export

Maintenance
Users
Documentation

Good Morning Di Di Business Account!

Welcome to Merchant Deposit Capture!

r last successful login was Oct 1 2013 at 9:16AM PST.

2. The company name and available accounts are listed.

account number.
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Create New Batch | Open Batches

Home Create New Batch

Capture Select Deposit

Approval

Transactions Deposit Name Account Name Routing Number | Account Number | Cut-off Time | Action

Batch Status 982654321 Di Di Business-Checking | 122203950 082654321 5:00PM PST | Select | i
Reports

Payment Export

Maintenance
Users

Documentation

3. Enter the following information and click the Create Batch button.

e A specific batch name in the Batch Name field. If the field is left blank, the system will automatically
assign a batch name to the batch.

e The total dollar amount in the Expected Deposit Total Amount field.

e The total number of checks in the Expected Deposit Total Items field.

Create Mew Bafch | Open Baiches

tHome Create New Batch
Lo Required fields are marked with an asterisk(*).
Approval
lei_ Depositor Di Di Business A
Transactions
Batch Status Deposit 932554321
Reports Account Name Di Di Business-Checking
Payment Export Account Number 982654321

Cut-off Time 8:00PM EST
Maintenance Current Time  2013-10-01 18:11:53.75

Documentation

Batch Name  Test Account
* Expected Deposit Total Amount 220
= Expected Deposit Total Items 2|

Note: If you leave the Batch Name empty, the system will generate one for you.

- Create Batch

4. If the “Do you want to run this application?” screen is displayed, check the Do not show again for apps
from the publisher and location above and click Run. (This will tell the system to run the Scanning
Applet automatically every time you sign onto the system.)
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Create New Bafch | Open Bafches

Home Check Scanning

Capture

Approval Di Di Business A - 98654321

Transactions Batch 31486011, 93654321 Oct 18 2013 7:21PM EST
Account 982654321, Di Di Business-Checking

Batch Status

Creation Time  Oct 18 2013 7:21PM EST

Reports
Expected Deposit Total 1.00 r =
Payment Export E ted Deposit Count 1 X
xpected Deposil Loun Do you want to run this application?
Cut-off Time 3:00PM EST
Maintenance

Total Checks Successfully Scanned 0 Name:

Total Checks Successfully Submitted 0

' scanningApplet
Documentation (1
=

o

Publisher: Fidelity National Information Services

Location:  https: ffrcsdemo.epaysol.com/... fdigitalCheckApplet. jar

This application will run with unrestricted access which may put your computer and personal

" l'b‘ information at risk. Run this application only if you trust the publisher.
&
=, 0 g—
va ‘ not shaw this again for apps from the publisher and location above >
—

More Information

\
i) — o ] [ el |

S y

If you already have this application and it’s not current, you will have to install this version and uninstall
the old version. Use Device Manager to check for driver installation errors.

Place the items to be deposited into the scanner (single or multiple items based on the type of scanner)
and press the Start Batch Scan button. If only one item is being scanned, the Single Scan button may be
selected. The Show Image When Scanning checkbox is optional. The system will show you an image of
each check as it is scanned. However, note that checking this option may cause the system to scan at a
slower rate.

Create New Baich | Open Baiches

Home Check Scanning
Capture
Approval Di Di Business A - 98654321
Transactions Batch 31486213, 98554321 Oct 18 2013 7:36PM EST
Batch Status Account 932654321, Di Di Business-Checking
Reports Creation Time Oct 18 2013 7:36PM EST

Expected Deposit Total 3.00
Payment Export Expected Deposit Count 1

Cut-off Time 8:00PM EST

Maintenance Total Checks Successfully Scanned 0
Documentation Total Checks Successfully Submitted 0

< | Start Batch Scan || Single Scan |,Eject ‘[IShowlmageWhen Scanning’
—
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6.

If there are more items to be scanned, click Return to Open Batch to continue scanning. If there are no
additional items to be scanned, choose Complete Batch.

Create New Batch | Open Bafches

Home Check Scanning
Capture
Approval Di Di Business A - 98654321
Transactions Batch 31486213, 93654321 Oct 18 2013 7:36PM EST
Batch Status Account 982654321, Di Di Business-Checking
Creation Time  Oct 18 2013 7:36PM EST
Expected Deposit Total 3.00
Expected Deposit Count 1
Cut-off Time 3:00PM EST

Total Checks Successfully Scanned 1
Documentation Total Checks Successfully Submitted 1

Reports
Payment Export

Maintenance

Return to Open Batch{' Complete Baich JSearch Batch

Start Batch Scan || Single Scan || Eject | [¥] Show Image When Scanning

402
DI DI BUSINESS ACCOUNT
650 F_AIF DR

EL NORTE, GA 1751 P
DATE.

mene D D Aczenit e,
S I S G e A o e e

pDOLLARS B Eir

T lesfng s
q8 BEL 3w |

If a potential duplicate check message is displayed, see Duplicate Item in the Advanced Issues section.

If the scanner can't read any of the check information, the check image will be displayed. Enter
information for any fields that are missing data and are required as in the image below. A common
correction is the Amount field.

e [f any of the three boxes above the amount field consists of a question mark (?) instead of the
corresponding number on the MICR line of the check, correct it with the appropriate number.

e Click on Submit once the missing data has been corrected to save and continue.
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Home Complete Batch 69335 Item 1 of 1
Capture
Approval
Transactions
Batch Status
Reports
Payment Export

7
399{" -

DIDIBUSINESS ACCOUNT
#40 FLAIF DR

EL MONTE GA 51701 R
onre_LOL4[D_w
payTOTE [y [ IQ’CC".OUMWT_ —— '@

Fve Twilars C}O{FJOC' poLLARS ( E8T
Maintenance . ) :
Users .
Documentation FOR Aaheran fﬁa‘ﬂ w

"O00339" 1L 22E03950% QA BGL Fiae

| | L] [ ]
000399 " la[122203950 !u [98 654 321 |l

“ Amount |

Payor

-[ Submit ] [ Delete ] [ Advanced

Return io open batch Scan more items View Back of Check

Mote:

1. Required fields are marked with an asterisk (*).
2. Input boxes with yellow or green background denote required fields.

9. If the batch is balanced and you are ready to approve/submit the deposit to the bank, click the Close and
Approve button.

If the batch is balanced but you are not authorized to approve the batch, click Close Batch.

Login: 930992-tsuos1  User Name:

Create New Batch | Open Batches

Home Balance Batch
Capture
Approval Batch Id: 38391937 Batch Name: 08654321 Aug 28 2014 10:26AM PST
. Account Name: Di Di Business-Checking  Account Number: 88654321  Cut-off Time: 5:00PM PST
Transactions
Batch Status This batch is balanced
Reports
Payment Export Control Total: 1.00 Batch Total: 1.00
Control Count: 1 Pending Count: 1
Maint
laintenance s
Users
_— Close and Approve
Documentation

Return to open batch ~ Scan more items
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If the batch is unbalanced, see Batch Out of Balance in the Advanced Issues section.

Home

Capture
Approval
Transactions
Batch Status
Reports

File Exchange
Payment Export

Clients
Maintenance
Users

Broadcasting
Documentation

Create New Batch | Open Batches | Create New Returns Baich | Open Returns Batches

Balance Batch

Batch Id:
Account Name:

45373403
Di Business Test Account-Checking

Expected Deposit Total: 3.00
Expected Deposit Count: 2

Batch Name: test05102015 Jun 10 2015 11:4TAM PST
Account Number: 2123458  Cut-off Time: 5:00PM PST

This batch is unbalanced

Batch Total: 2.00 Difference in Total: -1.00

New Expected Deposit Total:
New Expected Deposit Count:

Batch Count: 2 Difference in Count; -1

Return to open batch Scan more items

N FDIC
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Advanced Issues
Advanced Corrections

1. Click on “Advanced” to make manual corrections when the MICR line is not captured correctly.

Create New Baich | Open Baiches

Home Complete Batch 42075881 ltem 1 of 12
Capture

Approval
[[ransactions
Batch Status

Reports

1605/ 1222 190
DI DI ACCOUNT

Payment Export :
: mn:_ll.ll_é_/_u{'_

aintenance § m&m DDl Prugurss Accawad 1% 1 £ o
Users ot
Documentation 2 Oue "’L"‘!'f‘-* eulye ES — pouLags B =
i B
5 CHIHHH B'H'lﬁ Click to View Larger Image
H At A . -

P
TG DA o (o e é‘__c";/‘—‘
MEMO L4

- k2220395050490 98 VRS L3Ige

(H I -
® (122203950 's 0190 98 765 432
Check Number 0190
* Amount
Payor

Override Duplicate []

[“submit | [Delete | [ Advanced |~ — Next Last

Return io open baich Scan more items View Back of Check

2. Enter the MICR information where appropriate without using any symbols - only spaces that appear on
the item image and click Submit.

Auxiliary OnUs (1) - Check number for business accounts

Routing Number

OnUs (2) - (Account number) AND check the No No OnUs Symbol in OnUs Field box
Check Number (3) — Check number for personal checks

oo oo

3. Make sure all items that require correction are completed and click Submit.
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Documentation

& EELRD WU S8 CURGUT  ALAYTT AR

DI DI ACCOUNT

b1yl v N .&;&&'.MMA:___J_.—J| $I£‘ )

Ous. dollar _ouly- B —— porLags (3 BT

CATHAY BAN

P B

4 FLAR DA '
o MAKTE, CATMA M T e s Aw;‘_—_—‘
MEMOD

-12b22203950R0490 58 7ES L3aw

Auxiliary OnUs [1]
EPC [4]
* Routing Number 122203950

*0nUs [2] 0190 93 765 4320

No OnUs symbol F
in OnUs field

Check Number [3] 0190
* Amount

Payor

Override Duplicate [

w—- (‘o] (s

Duplicate Item

1. Click here to see the check that was deposited previously that could be a duplicate to the current one.

Transactions
Batch Status
Reports
Payment Export

Maintenance
Users

Documentation

Create New Batch | Open Batches

Complete Batch 69337 Iltem 1 of 1

This item waﬁed before in batch 69336 scanned by Cheryl1 on Oct 4 2013

10:017AM PST. Cliclf here jo see the original item.

DI DI BUSINESS ACCCOUNT
AR,
DATE J’ L’i_ 18381222
gumne. D D Oodnné 5 _7.22
I dollaocs ©Y w0 ————
%cﬂmﬂu@m

FOR p— ] -l(‘—fﬂ(_? -
*ODOLOOW 124222039501 S8 LS, zalwr  _J

L L
I* [oooaco """ la 122203950 la= [98 6524 321 I"

*Amount 200
Payor

Override Duplicate [
[ Submit ] [ Delete ] [ Advanced ]

Beturn to open batch Scan more items View Back of Check

® FDIC 2
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2. Click and drag the pop up to view both images at the same time.

3. Review the current item and previous item displayed.
e If aduplicate, click Delete.

e If not a duplicate, check the Override Duplicate box and click Submit.

Create New Baich | Open Batches
Home Complete Batch 69337 Item 1 of 1
Capture
This item was entered before in batch 68336 scanned by Cheryl1 on Oct 4 2013 Previous Ttem X
Approval 10:01AM PST. Click here to see the original item. ‘ ;
Transactions ‘ | 400'-‘
Batch Status | 4—0'-- ! DI DI BUSINESS ACCOUNT
Reports ! DI DI BUSINESS ACCOUNT ? PTG w_lptln  we
Payment Export i eLATE A e Ol . ‘} EEL&;;EI Dy DC\;OFMQ‘H%‘ i L
I M il My . I
| i rarToTHE D" DI' Qcﬁa (: 5 00 | {2 BO/I0 froe poLLars B
Maintenance t E’F_DE“F-O-I W OO/ 2 Al 15 i5w | m!m
ol i " BATK
Users ifig) 100s DOLLARS B o e Tr““(‘fm .
Documentation ﬁ o DI04 EEE03GSON MR RGN 3Eke ]
FOR TR = = %’fr’\(}' . ) .
#000ADD #372203950¢ 6B G5h 3aur rO0OLOD® 42220395018 98 BSk 324w
1] L] ] 1
I [ooos00 © 'a [122203950 v [0 654 321 !
* Amount  2.00
Payor
Override Duplicate [
Rel ick of Check
Note:
1. Required fields are marked with an asterisk (7).
4. Click “OK” to proceed with the batch/deposit.
r ]

Message from webpage

5]

| Are you sure you want to delete this item?

oK

| |

Cancel ]

5. Choose the reason for deleting the check from the batch/deposit from the drop down list and click

Delete.

Please Choose One

Bad Micr

Image quality analysis

Itemn not eligible for Check 21
Qther

CQver Amount Limit

w—  Ockte | [ Cancel |

Delete Item LS
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Batch Out of Balance

If your batch is out of balance and you try to approve it, you will get the following message:

Login: 980992-TEST1  User hame: Tester One  Profile | Help | Logout

Approval
Transactions

Batch Status
Reports
Payment Export

Maintenance

Documentation

Create New Batch | Open Batches

Balance Batch

Batch Id: 31563574 Batch Name: 98654321 Oct 23 2013 Z:03PM EST
Account Name: gLElSﬁ;mess' :ﬁﬂ:’:‘n 982654321 Cutoff Time: 200"
CThis batch is unbalanced )
fzf:l::‘e“ Deposit . Batch Total:  4.00 W -1.00 ':;‘:I:E“"emd Deposit [y
E};ﬂﬁtc;ted Deposit 3 Batch Count: 2 (D:i;lfjerrn?nce in a :I:le]rnf:xpec‘ted Deposit 2

- Feturn to open batch  Scan more items

1. Click Return to open batch link.

2. Choose the Search option under the Actions column to review items in the batch for any needed edits.

Home

Capture
Approval
[ransactions
Batch Status
Reports
Payment Export

Maintenance
Users
Documentation

Create Mew Batch | Open Batfches

Open Batches

Incomplete - Balance -
Batch ID Batch Name Count Status Actions
98654321 Feb3 | 150 Update Scanf Search )
42077874 | 2015 10:14a0 [ 200°M 1 0 o 129 Reopened Delete Close “CTORES
PST 1 Approve

3. All the batch items will be displayed. Compare the amounts to the original check amounts and identify
the items(s) that have the incorrect amount. Click Edit next to the appropriate item(s) to view the image

and make changes (i.e. correction, delete, etc).

If the scanned amount is correct, but the manually

calculated total is incorrect, click Close and enter the correct information in the New Expected Deposit
Total or the New Expected Deposit Count boxes.

4. Once complete, click Return to open batch.

& FDIC &




Home

Capture
Approval
Transactions
Batch Status
Reports
Payment Export

Maintenance
Users

Documentation

Create Mew Batch | Open Batches

Batch ltems Search

Di Di Business A - 98654321

Batch

Account
Reopen Reason
Cut-off Time

Routing #

Check #

42077874, 98654321 Feb 3 2015 10:14AM PST
93654321, Di Di Business-Checking

Balancing problem

5:00PM PST

Account #

Amount

[ Search || Reset Filter |

B | Routing # Account # Check # | Amount | Payor Name | Status |Entry Date| Actions
[T]|122203950 | 0441 98 765 432 0441 1.50 Pending | 02/03/201 ‘ Edit JAudit
| Select All || Clear Selection | | Edit Selected | | Edit Suspected |

Page 1E| of 1 page(s) of total 1 item(s)

s Return to open batch

Scan more

10[= | Rows per Page

items

5. If more items require review or you would like to add more items to the batch, click Close. On the next

screen, click Scan more items and follow previous procedures, or

6. If you are ready to approve/submit the deposit to the bank for processing, click Return to open batch.

On the next screen, click Close & Approve.

Create Mew Batch | Open Batfches

Home Open Batches
Capture

Cut-off Item Incomplete | Deleted -
Approval Batch ID Batch Name Time | Count Count Count |Fending

[ransactions
Batch Status

98654321 Feb 3
42077374 2015 10:14AM
PST

Balance
Status

Reports
Payment Export

Maintenance
Users
Documentation
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7. Click OK.

-

Message from webpage @

h Batch 38391937 successfully completed and sent for approval.

— ]

8. When a batch is closed (closed only or closed and approved), a Closed Batch Status report will
automatically generate in PDF format.

e We recommend you print this report and wrap it around the items prior to approval and/or storage.

This allows the approver to confirm the processed totals inputand match the expected totals.

Create New Batch | Open Batches

Home =
Capture
Approval Report Run Time RunBy:
Transactions 10/18/2013 8:04:00 PM Tester One
Batch Status Closed Batch Status
Reports.

Entry Date: Oct 18 2013 T:36PM EST Cut Off Time: 8:00PM EST
Payment Export

Client: Di Di Business Account, 00000000

. Deposit: 98654321 r

Maint
Talnenance Account # 982654321  Account Name: Di Di Business-Checking
Documentation [Batch Pending Coun{ Pending Total Canceled Count Canceled Amount

31486213 [98854321 Oct 18 2013 7:38PM EST] 1 s300 o $0.00

Created By: Test! Closed By: Testi
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Approving Batches

If the employee processing the batch does not have approval authority or did not click Close and approve, the
batch must be approved separately by someone with approval authority. It is recommended that someone review

this step daily before the cutoff time to ensure that all batches are approved or funds will not be submitted to the

bank for processing and deposit.

1. Select the Approval link from the left side menu option.

Good Afternoon Di Di Business Account!

Home Welcome to Merchant Deposit Capture!
Capture
(Appmval Your last successful login was Oct 18 2013 at 7:19PM EST.

ransactions
Batch Status
Reports
Payment Export

Maintenance
Documentation

2. All unapproved batches will be displayed. Locate the batch to be approved and click the Approve link in
the Actions column.

Eatches Pending Approval

Home Batches Pending Approval

Capture
Depositor | Di Di Business AccounlE|

Approval

Transactions Deposit [=]

Batch Status

Reports Account Batch Cut-off - . )

Payment Export Batch ID Batch Name Number Creator s Edited | Pending | Deleted | Expected Actions

98654321 Feb 3 2015 5:00PM 1.50 0.00 1.50 | yaa ac Audit Return

4207787441480 PST 98654321 | Tony PST No 1 0 1( Aporove

Maintenance
Users
Documentation

3. If desired, prior to approving the batch, you may choose to View Items in the batch (with the ability to
audit items as well), perform a batch Audit, or Return the batch to an open status.

4, After you click Approve, click on OK from the popup confirmation.

0 FDIC &



andowsintermneExplorer: \’31

!': Batch 47849 approved successfully,

Checking Batch Status

We recommend that the batch status be checked before the cutoff time to ensure all batches are approved for
same-day deposit credit.

Select the Batch Status link on the left side of the screen. If the status is not indicated as Approved, see
Approving Batches. NOTE: Batches that are not in Approved status will not be processed for deposit to the

account.

Batch Status
flome Start Date  08/08/2014 End Date 0910912014

art Date ele nd Date elec

Capture
Approval Depositor | Di Di Business Account v |
Transactions Amount Batch ID
Batch Status
Reports

-Sealch
Payment Export -

Batch Name Deposit | Cut-off Time Approved | Deleted | Processed |Expected| Status Audit

Maintenance 30654021 98654321 Sep 9 2014 G52V PST 9gesa3t soopmpst 198 009 000 ‘-5‘ Approveu)gudn Image Regort
Users =
Documentation

You may also use the Batch Status link to obtain information on batches up to 24 months old.

REPORTS

The system provides access to numerous reports in PDF format for up to 24 months. The reports can be viewed,
printed, and/or saved as needed.

There are several categories of reports to choose from. You may only request one report at a time.
The following are the most frequently reviewed reports and are under the General category (default).
e  Approved Batch Summary — Total Number and Amount for all batches approved that day

e Approved Batch Detail - Listing of all batches and overall batch totals for that day

“ FDIC &



e Image Deposit Report - Similar to Approved Batch Summary, but it contains a front image of each
deposited check

For a full listing of reports, please click the Documentation tab for the online manual and click on the CCX End
User Procedures Guide.

Current Day Reports

1. To generate current day reports, click on Reports.

Good Afternoon Di Di Business Account!

Home Welcome to Merchant Deposit Capture!
Capture
Approval our last successful login was Cct 18 2013 at 7:19PM EST.

Transactions
Batch Status

fi
m

Payment Export

Maintenance

Documentation

2. Click on the desired report link.

Current Day Reports | Historical Reports | REeports Pickup

Home Current Day Reports
Capture

Approwval

Transactions Depositor Adl =1
Batch Status

Reports )
—‘ Approved Batch Detail
Payment Export

Category General [~ |

- Approved Batch Summany

Maintenance -  Approved Pavments Detail
Users

- =) roved Payments Sumima

Documentation
- Batches Pending Approval

- COpen Batches Detail

- Pending Approval Payvments Detail
- Processed Deposit Summanry

- Processed Pavmenits Detail

- Processed Pavments Detail By Clearing Metwork

- Processed Payments Summanry

- Returmed Payvments Detail

“ FDIC &
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3. The following message will be displayed.

-
Message from webpage A

4. Click on Reports Pickup to access the report selected. The Reports Pickup screen will be displayed.

71 N

S|

Your report request has been queued. Please check the Reports Pickup
section later to download your report.

E—— P

When the report is ready (it may take a few minutes), the Download option will be displayed. Click on the
Download link and open or save the report when prompted at the bottom of the screen.

Request Time

Current Day Reports | Historical Repo ports Pickup
Reports Pickup

Depositor Name Start Date

Approved Batch Summary [ 2015-09-10 15:52:10.567 | Di Business Test Account | 09/10/2015 | 0910/2015

End Date | File Size | Download
2308 | Download

Sample Image Deposit Report:

Home

Capture
Approval
Transactions
Batch Status
Reports
Payment Export

Maintenance
Users
Documentation

Batch ID:

Batch Name:

Depositor Name:

Deposit Account Number:
Total Amount:

Total Item Count:

Amount: $1.50

Image Deposit Report

38654021

98654321 Sep 9 2014 8:52AM PST
Di Di Business Account

""""" 4321

$1.50

1

04 D4 BUSIHESS ACCOUNT
P

SO00ROLA (G4 222039500 W 256 316

U000404U T122203950T 96 654 321U

m
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Historical Reports

1.  To generate reports from previous days, click on Historical Reports at the top of the page.

Current Day Reports { Historical Reports }) Reports Pickup

Home Historical Reports

Capture

Approval Category |General [v]

Transactions Depositor | Al =]

Batch Status

Reports Start Date  09/08/2014 End Date 09/08/2014

Payment Export

- Approved Batch Detail { Max date range: 1 Week)

Maintenance
- Approved Batch Summary { Max date range: 1 Month)
Users

Documentation - Approved Payments Detail { Max date range: 1 Week)

- Approved Payments Summary { Max date range: 1 Month)

- Batches Pending Approval { Max date range: 1 Week)

- Open Batches Detail { Max date range: 1 Week)

- Pending Approval Payments Detail { Max date range: 1 Week)
- Processed Deposit Summary ( Max date range: 1 Month)

- Proceszed Payments Detail { Max date range: 1 Week)

2. Using the Select buttons, select the starting and ending dates for the report you want. The maximum
date range of available report data is displayed next to the report name.

3. Click on the desired report name to generate the report.

4. The following message will be displayed.

L =
Meszage from webpage A M

. Your report request has been queued. Please check the Reports Pickup
_J; section later to downlead your report,

“ FDIC &



5. Click on Reports Pickup to access the report selected. The Reports Pickup screen will be displayed.

When the report is ready (it may take a few minutes), the Download option will be displayed. Click on the
Download link and open or save the report when prompted at the bottom of the screen.

Current Day Reports | Historical Reports { Reports Pickup

Reports Pickup

Report Name Request Time Depositor Name Start Date | End Date |File Size | Download

Approved Batch Summary [ 2015-09-10 15:52:10.567 | Di Business Test Account | 09/10/2015 | 09/10/2015 2308 | Download

)

Retrieving Check Images

Please remember that you should have the most recent 60 days of physical checks in secured storage if you need
to refer to them. However, if you want to view electronic copies or you are looking for check images older than 60
days, follow these steps.

1. Select the Batch Status link on the left of the screen to retrieve check images.

Good Afternoon Di Di Business Account!
Home
Capture
Approval Your last successful login was Oct 18 2013 at 7:19PM EST.

Welcome to Merchant Deposit Capture!

Transactions
Reports
Payment Export

Maintenance
Documentation

2. Locate the batch and click on the deposit dollar amount under the Approved column.

Batch Status

Home

Start Date  10V17/2013 Select End Date 10/18/2013 Select
Capture
Approval Depositor |Di Di Business Account [«

Transactions
Batch Status

Payment Export

Amount Batch ID

Batch Name Deposit | Cut-off Time | Approved | Deleted | Processed | Expected| Status |Audit
Maintenance 31486213 | 08654321 Oct 12 2013 T-36PM EST | 02654321 | :00PM EST =1 B oot 300 Approved | Audit

Documentation

@ FDIC &




3. Check the box on the left next to the Routing # column to select the deposit you would like to view. Click
View under the Actions column.

Batch Status

Home Approved Items
Capture
Approval Di Di Business A - 98654321

Batch 31486213, 98654321 Oct 18 2013 7:36PM EST
Account 982854321, Di Di Business-Checking
Cut-off Time 8:00PM EST

Transactions
Batch Status

Reports ACH Amount  0.00 IEN Amount  3.00

Payment Export ACH Items 0 IEN ltems 1

Maintenance Routing # Account #

Documentation Check # Amount
Network [=]

Search Reset Filter

Total DR: 3.00

[ | Routing # | Account # | Check # | Amount| Pay Date | Approval Date | Entry Date| Actions

(1] 122203950 | 98 654 321000402 | 3.00( 102172013 1011812013 | 101181201 View Jaudit
| select All || Clear Selection | [ Print Selected Checks |

Page 1]~ of 1 page(s) of total 1 item(s) 10[ =] Rows per Page

Back to Batch Status

*’*6 FDIC &



4, Select the number of check images you would like to see per page by clicking on the radio button next to
your choice. If you would also like to see the back images of the check, check the Include Back Image
checkbox.

Click Print to create a PDF report of the check images.

Back to Batch Status

Number of images per pa0e. () 4 - | andscape () 2 - Landscape () 3 - Portrait () 4 - Landscape () 6 - Landscape () 8 - Landscape

[7]Include Back Image {does not apply to odd numbers)

Sample Check Image Report:

-
400l l
DI DI BUSINESS ACCOUNT
2650 FLAR DA

ELMONTE. GA 81731 —
pate_ SO D

Gz i Di [adaonE s 292
T dollacs ©9100 — DOLLARS [ E=-

FOR ! l=ET N0 e
rO00LOO™: 124222039500 9B BSL 334

e g e e e e s

i [
:
LI AT Or: .

ity
PERE

b L s BT B I R L PR T e ]
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SERVICE INTERRUPTION

If you should experience service interruptions using the Merchant Deposit Capture Service, contact Customer
Service. If the interruption cannot be resolved, please either mail or deliver your deposit to your nearest Cathay
Bank branch for processing.

SUPPLIES

Purchase replacement scanner ink cartridges from any reputable office supply vendor.

HELP AND TECHNICAL SUPPORT

If you have any questions, issues, or problems regarding the use of the Merchant Deposit Capture Service (both
hardware and software), please contact Customer Service at 1-800-9CATHAY (1-800-922-8429) from 6:00 a.m. to
6:00 p.m. Pacific Time, Monday through Friday (excluding holidays).

MEMBER
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Depositor User Role Matrix
The company administrator has been assigned the Supervisor role.

When adding new users, a role must be assigned to the user. Below is a matrix that outlines the available roles
along with thire permissions.

Funetion :ﬁﬂmﬂd Approver | Manager Processing | Research Supervisor
2 5 Officer | Officer
Officer
Capiure Batches ¥ v W ¥
Approve Batches W W ¥
Return Batches ¥ v ¥
Edit Batches ¥ W W ¥
Access Advanced Edit v W ¥
Add/Maintain Depositor "
Users
Manage Depasitor User v
Motifications
Delete Payments ¥ W ¥ "
Maintain Opt Out
¥ ¥
Accounts
Redepasit Payments ¥ W W W
Research Transactions ¥ L v W ¥ ¥
Maintain Remittance ¥ ¥
™ u)
-..unﬁg_ure ayrment v ‘
Exporis
Export Payments ¥ W W ”
View Batch Statuses v v ¥ W ¥ ¥
Edit "Duplicate’ " " " .
Payments
Access Repors ¥ w ¥ v W "
System Info ¥ W W W W ¥

MEMBER
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