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This document is intended to operate as a guide to facilitate the easy use of the products it discusses. It does not
and is not intended to alter, modify, waive, or change any agreements between users of the product and First
Citizen’s Bank & Trust Co., or any terms and conditions imposed by First Citizen’s Bank & Trust Co. for use of the
product. In the event that there is any conflict between this document and any applicable agreements or terms and
conditions imposed by First Citizen’s Bank & Trust Co., those applicable agreements or terms and conditions shall
control.
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Overview

The Scheduled Export feature automatically generates reports within defined parameters on a
chosen schedule which the user can then download. The user can create a custom balance and
transaction report in any of these following formats: Bank Administration Institute (BAIl), comma-
separated values (CSV), CS Basic Export (a basic comma-separated format),
Quicken/QuickBooks (OFX), and SWIFT MT940/MT942 format. The user must be entitled to
Scheduled Exports to download reports. When used with Transmission Profile, the user can
automate the delivery of these reports via sFTP.

Bank account and transaction information can also be downloaded in CSV format from the Bank
Account Summary screen or transaction list view with the export function.

Note: BAI files contain historical balance values. Such values cannot be stored for accounts
enabled for Real Time - Posted Transactions. Therefore, these accounts will not be available for
BAI export. To learn more about Real Time - Posted Transactions, the user can contact an
administrator.

Create a Scheduled Export
To submit an export request:
1. From the Reporting menu, select Scheduled Export.
BDIC. Foicinsued-Gached by the flith andcedtof he 5. Govemmen

g FirstCitizens Bank Home Payments & Transfers Administration & Seitings Heip

Scheduled Exports Belance s Tiensection Redtang _ Add Widget v I
Download

Report Management

Scheduled Export ity ity 2
eStatements
Schedules Transmission Profiles Cradit Advica Raport
Schadulad Export
# 8
Image Search
(@ New Schedule kaFDCR: & [ & 0331720250117 PM
Foter | Seloct fields = Al Schoduod Exports v | $2F Fiters
DA Actions Schedule Name Export File Name Transmission Profile Export Type Last Executed 5
O View ¥ _Pricr_Day_FCE _Pricr_Day_FCB _Prior_Day csv 03/31/2025 04:00:00
Viewing 1-1 of 1 records Display| 10 = |perpaga ¢ Page| 1 = |ai13

Delete
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2. Select the New Schedule link.

FDIC #oic-insured - Backed by the full faith and credit of the U.S. Government

{ome Payments Trangfers Reporting ministration & Sattings alp
&irst itizensBanl H Pay & Trans Reporting  Administration & Safting: Hel

Scheduled Exports Add Widgat v

Scheduled Export 3

Schedules Transmission Profiles

@ New Schedule _ & [ O 0381720250117 PM

Frer | Select fields - Al Scheduled Exports v | $DFites
Oam Actions Schedule Name Export File Name Transmission Profie Export Type Last Exacuted s

o _Prior_Day_FCB _Prior_Day_FC8 _Prior_Day csv 00/31/2025 04:00:00
Viewing 1-1 of 1 records Display| 10 ~ |perpage ¢ Page| 1 = Jof13

Delete

3. Enter a Schedule Name and select a Report Type from the drop-down menu. Click on
Continue.

Note: If you'd like to use Transmission Profiles, you must set up the profile prior to
selection on this screen. You cannot add transmission profiles after you create the
scheduled export.

FDIC Foic-insured - Backed by the full faith and credit of the U.S. Government

E FirstCitizensBank Home Payments & Transfers Reporting Administraticn & Settings Healp
Create Schedule
* Schedule Name Transmission Profile
Test Schedule Mame Select s
* Report Type

\ Balance and Transaction N |

Continua  eshlet]

4. Complete the Export Detail section:

e Select a File Format and the Report Type.
e Select Current Day or Prior Day.
e Enter a Run Time to trigger the report.

e File Name will default from the previous screen.
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If selecting BAI, CSV, or TSV as the export type,

e Select the content to export from the output content drop-down menu: Transactions
Only, Balances and Transactions, or Balances Only.

e For CSV and TSV export types, check the Exclude Header box to exclude the header
from the exported file, if applicable.

FDIC FoicC-insured - Backed by the full faith and credit of the U.S. Government

g FirstCitizensBank Home Payments & Transfers Reporting Administration & Settings Help
Create Schedule
Schedule Name

Test Schedule Name

Report Type

Balance and Transaction

Export Detail
* Flle Format * File Mame
Select - Test Schedule Narme
@ Current Day O Prior Day
* Run Time

04:30 am | EDT

Add another run time

Report Criteria
Account Datails

-

Account Group

5. Complete the Report Criteria fields, as applicable, to include additional criteria for the
export file.

Note: The default setting will populate all available data. Specify the fields to narrow
down the results.
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Report Criteria

Account Datails

Account Group

BAl Tranzaction Coda

SWIFT Transaction Coda

Transaction Amount

is equal to

Bank Referanca

Customer Referance

Email Recipients
Liser Mame

Select

. .
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6. Turning on the email recipients will bundle your report into a zip file. Turn off this feature
to ensure that your download file is not in a zip file. Click on Save to continue.

Filter

Accounting,

[ Select NG ]

]
B MG JOaesSEs [;I |
Cancel

7. A confirmation message will display. The report is now listed in the Scheduled Export list
view.

Note: The Last Executed field will populate once the scheduled export is run and
available in the Download widget.

m FDIC-Insured - Backed by the full faith and credit of the U.S. Government

EFirs[CiﬁmsBank Home Payments & Transfers Fraud / Risk Management Reporting Administration & Settings Help

Scheduled Exports Add Widget v I

Scheduled Export

k]
Schedules Transmission Profiles
" Scheduled Export Test Schedule Name has been successiully created N\ Details X
D
Schedule Name: Test Schedule Name
@ New Scheclule 8 [ O 04/01/202501:38 PM
Fiter | Select fields - All Scheduiad Experts v | @ Fiters
All Scheduled Exports
DA Actions Schedule Name Export File Name Transmission Profie Export Type: Last Executed Email Recipients Ee3
O View = Email test Email test BAI Export 04/01/2025 09:10:00
(m] View » Format options 180-Cash Management (CAMT) 04/01/2025 01:00:00
0O View v Test Schedule Name Test Schedule Name csv
Viewing 1-8 of 8 records. Oisplay| 10 ~ |perpage ¢ Page| 1~ [of1>
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Report Criteria Fields

The following table describes the Report Criteria fields. These fields allow you to further filter
the export data.

Field

Explanation

Date

The date or range of dates for the data to export.

Account Details

Details about the account. The default setting is blank
(optional). This results in all available accounts being
selected for export.

Account Group

A name of a group of accounts to return data for. The
default setting is blank (optional). This results in all
available accounts being selected for export.

Debit / Credit

Export either debit or credit transactions.

Transaction Type

The types of transaction data to download.

BAI Transaction Code

The BAI code associated with the data to download.

SWIFT Transaction
code

The SWIFT code associated with the data to download.

Status / Transaction
Status

The status of the download.

Transaction Amount

The amount of the transaction.

Bank Reference

Bank reference information.

Customer Reference

Customer reference information.

Modify or Delete a Scheduled Export

1. Click on the down caret next to View to Modify or Delete a scheduled export.

ﬁ FirstCitizensBank Home Payments & Transfers

Reportng  Administration & Settings  Help e R

Scheduled Exports ket = .

Scheduled Export E-3

Schedules

Fitec | Select fisids .|

Transmission Profie Export Type

e AdminSchedule csv

QuickBocks (OFX format)

s - o 812 BAl Expart 07/18/2024 11-15:00
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Download a Scheduled Export File

A scheduled report is available for download once the last executed date and time is updated in
the Scheduled Exports list view.

1. From the Reporting menu, select Download. Locate the report and select View to open
the Details - Export Information window.

FDIC Foicinsured - i eredit of the U.S.
A1 FirstCitizensBank Home  Payments & Transfers Administration & Seitings  Help

Balance and Transaction Reporting _ Add Widget "I
Doonload

)
Report Management

Download Logacy Reports k3
sStatemants
Credit Advice Report
[ Export £ O3/31/2025 01:27 PM
Scheduled Export
Image Search
Frer | Select fields IntraFi OGP i
Actions Export I Expont Type File Name File Size ‘Sutmission Time Completion Time Status Message Export Methogy
# View + csv _Prior_Day_FCB, csv 527327 03/31/2025 04:00:00 03/31/2025 04:00.05 Compiste Scheduled
Viow > csv Prior_Day_FCB s 523139 :00:00 1 Compiste Scheduled
View ¥ csv _Prior_Day_FCB. oo 505804 06/27/2025 04:00:00 03/27/2026 04:00:15 Complete Schaduled
View ¥ csv CSVEXP_03202025_ .c3v 67473 03/20/2025 15:32:09 03/20/2025 15:32.:57 Complete Manual
[
Viewing 1-26 of 25 records Display| 50 ~ |perpage ¢ Page| 1 = |afi>

2. Click Download. Follow the browser instructions to open or save the file.

FDIC roicinsured - Backed by the full faith and credit of the ULS. Government

E FirstCitizensBank Home Fayments & Transfers Reporting Administration & Settings Halp

&« Details - Export Information
Export Type
csv

Status
AP

File Mame
._Prior_Day_FCE e

Submission Time
Q33172025 04:00:00

Completion Time
03/31/2025 04:00:05

File Siza
527327

Message
Export created succassfully.

oo | [N ;
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Scheduled Export Alerts

Users entitled to scheduled exports alerts can add an alert to their own profile or work with their
company admin to be enrolled in alerts or an alert recipient group to generate a scheduled export
alert.

1. From the Administration & Settings menu, select Alerts Center. Select Add New Alert.

& FirstCitizensBank Home Payments & Transfers. Fraud / Risk Management Reporting Administration & Settings Help Last Login: 04/01/2025 01:24 PM
Alerts Center User Maintenance - Add Widget 2 I
Preferences
Contact Genter
Alerts Center Impart 3
ﬁ Alerts Canter B
Audit Information
Alerts Recipient Groups Recipients My Settings e i
@ Add New Alart & [T © 04/01/202501:40PM
Fiter | Select fields -
Ooan Actions. Alert Name Alert Group Aert Type Alert Subject Line Recipient 2
0 View RPP Cutoff Time is Approaching Check Management Reverse Pasitive Pay Cutoff Time is Approaching Reverse Positive Pay Cutoff Time is z i om
(m] View ACH PP Suspact ltems Risk Management ACH Positive Pay Suspact ftems ACH Positive Pay Load Notification Alert @firstcitizans.com
Viewing 1-6 of 6 records Display| 50 ~ |perpage ¢ Page| 1 = |of1)
Delste
tizens coon/ADNSNS TRTION lerts

2. Complete all required fields. Click on Save.
e Enter an Alert Name.
e Select an Alert Group and Alert Type. The Alert Subject Line will default.
e Select a Recipient Type and a recipient.
e Select one or more contact methods. Defaults to email.

e When Schedule is left blank, an alert will be triggered whenever a schedule export
becomes available.

FDIC Forc-insured - Backed by the full faith and eredit of the LS. Government

%5 First CitizensBank Home Payments&Transfers  Fraud/RiskManagement  Reporting  Administration & Settings  Help A BU2025 DB FSL

& New Alert
* Alert Name:

Test Alart
* Alart Group * Alert Typa * Alart Subject Lina

Information * Sche tis Avadable X v Scheduled Export is Avallable

You may changs this subject line that appears on the emal alsrt

* Reciplent Type
® Reciplents () Reciplent Group (T)
Raciplents

1@firstcitizens.com ¥

Contact Methods

[ Al Ernails
@rstcitzens.com

Schedules
Test Schedule Name x

=N -
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3. The alert is now listed in the Alerts Center list view. Click on the down caret next to View
to Modify or Delete the alert.

FDIC  FoiC-insured - Backed by the full faith and credit of the LLS. Government

B FirstCitizensBank Home  Payments & Transfers  Fraud /RiskManagement  Reporting  Administration & Settings ~ Help Last Login: 04/D1/2025 0

Alerts Center <3

Alerts Recipient Groups Recipients My Settings

@ Add New Aert & [0 O 040172025 01:45 PM
" Blest Submitted x
Faer | Select fields -
A Actions Aert Name Alert Group Alert Type Alert Subject Line Recipient T
0 View = Test Alert Information Reporting Scheduled Export is Avalabie Scheduled Export is Avalable 1Bfrsictizens.cor
(m} View | Medity Approaching Flisk Management ACH Positive Pay Cutof Time is Approaching AGH Positive Pay Cutol Time is Approaching 1Bfrstctizens.cor
Delate
(m} View A T SRR S Risk Managemant ACH Positive Pay Suspect items ACH Positive Pay Load Notifcation Alen ISfrEctzens. con
.
Viewing 1-7 of 7 records Display| B0~ [perpage ¢ Page| 1~ Jori>

Scheduled Export Entitlements

User entitlements must be established to access the scheduled exports widget and to receive
scheduled exports alerts.

To add / modify / assign scheduled exports permissions:

1. From the Administration & Settings menu, select User Maintenance.

FDIC  FoiC-imsured - Backed by the fuil aith and credit of the U.S, Government
B2 First GitizensBank Homs  Payments & Transfers  Raporting nistration & Setting Help 5 o
i ance User Mainlenance i
User Maintenance - & _ Add Widget v I
Freferences
Contact Centar
User Maintenance import i
Aerts Center
F) Add New Lk rat kel & D O 04002025 01:48 PM
(&) Add New User E
s : At Information R e A
User Agresments
Fmar | Select fields - Jsexs v | e
O s Actions User D First Name Last Name Disabled Status Legal Administratoe Last Approved Date Activation Date Active Last Loging
O ew Mo Approved o 03/18/2025 12:14:53 Yes 0a18/2025 1€
View Mo Approved Ho 02/25/2025 08:17:50 Yes 0a/27/2025 1€
- to Approved to 03042025 08:08:06 Yes 0A/2TI2025 17
=] View Mo Approved o 03/04/2025 08:08:10 Yes )
»
fiewing 1-26 of 26 records Disptay| 50 = fperpage ¢ Page| 1~ Jat13
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2. Locate the user and select Modify from the drop-down menu.

FDIC  rFouc-insured - Backed by the full faith and credit of the LS. Government

& FirstCitizensBank

Home Payments & Transfers Raparting Administration & Settings Help
Add Widget ¥

User Maintenance -3

@ Add New User B [ £ 04/01/2025 01:52 PM

Fter | Select fields - e
O m Actions User D First Name Last Nama Disabled Status. Logal Adrministrater Last Approved Date Actation Date Actn Last Logiys
a View - No Approved No 031872025 12:14:53 ez 03/18/2025 16
o view | Medify b No Approved o 02/25/2025 08:17:50 es 0a/27/2025 1€

Disable
2 Vo | e No Approved No 0I0B/2025 14113130 Yes 04/01/2025 11

] Copy User No PAoproved No 03/07/2025 17:00:23 Yes 0/04/2025 12
o Mo Approved Mo 02282025 19:00113 es 0/31/2025 2
o No. Approved o 03/04/2025 08:08:10 Yes

‘ v

Viewing 1-26 of 28 records Disptay| 50+ |perpage ¢ Page - lot1s
entsere
3. From Step 2 Set Permissions, click on the Reporting tab.
FDIC  rOiC-insured - Backed by the full faith and credit of the LS. Government
% - ) ) i Last Login: U4/01/2025 01:24 PM
FirstCitizensBank Home Payments & Transfers Reporting Administration & Sattings Help
Test | User
@ a, ® ®
Dafine User Sat Permissions Assign Accounts Apply Approval Limits
Payments Reporting Risk Management Administration Alerts Ancillary Business Senvices Remote Deposit Capture
O setect Al
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4. Scroll down to the Scheduled Export section and select the Scheduled Export checkbox.

FDIC rFoic-insured - Backed by the full faith and credit of the 1.5, Gavernment

E FirstCitizensBank Home  Payments & Transfars

Test | User

@

Define User

Payments Reporting Risk Management Administration Alerts

O Select an
Admin Reports

D setectan

O User Permissicns

Scheduled Export —

Select All

Balance & Transactions

Select All
Current Day Transactions
Credit Acvice Report
Cash Position
Current Day Availabiity
BA1 Data Export
eStatements
Select Al
eStatements

Wlsers | mmor Dannte
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Reporting Administration & Settings

e,

Set Permissions

O Ceompany Details

Transmission Proflles

Previcus Day Images

8 Previous By Transactions
Seorecard

SWIFT MTa2 Export

CuickBooks Data Export

Heip

Assign Accounts

Ancillary Business Services

@

Apply Approval Limits

Remote Deposit Capture

Previous Day Summary
Current Day Summary
Account Statement
SWIFT MTS40 Expon

B Quicken Data Export

Last Login: 04/01/2025 01:24 PM
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5. Select the Alerts tab. Locate Reporting Alerts section. Select the checkbox for All or
select the checkbox for Scheduled Export. Click on Update to save.

EDIC  Foic-insured - Backed by the full faith and credit of the LS. Government

ﬁ FirstCitizensBank Home  Payments&Transfers  Reporting  Administration & Settings  Help Last Login: 04/01/2025 01:24 PM
Test | User
Define Usar Set Permissions Assign Accounts Apply Approval Limits

Payments Reporting Risk Management Administration Alerts b Ancillary Business Senvices Remote Deposit Capture

O select an
Admin Alerts
O selectan
O user Maintenance O Beneficiary Address Bock Maintenance O Legacy Report Received
Reporting Alerts _
Select Al

eStalemants Summary Baiance Incoming Wire Transactions

Transaction Notification I Schaduled Export is Avalabla l

Payment Alerts
Satect All

Templates Awaiting My Approval Processed Transactions Processing Status Changed For Payments and Translers

B Approver Rejected Exchange Rate Meeded P Cutoff Time Warning

Rejscted Today Balance Chack Approval Window Passed

B File Import Confirmation For Payments and Transfers Payments Awaiting My Approval Automatically Created

B Real Time Payments Massage Ingeming Realtime-Payment Transacticn

Risk Management Alerts
Sedsct All

\ File Import Confirmation For Stop and Cancel Payments

Gt

| Back ] Cancel

Questions?

We’'re here to help. Contact Business Engagement Center with questions at 866-322-4249 (866-
FCB-4Bl1Z). Our team is happy to assist you. For more information visit our Commercial
Advantage Learning Center.
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