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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

Learn how to navigate to Payment Automation, view the state of your file transmission, and
alternate methods of accessing the transaction details.

User Maintenance
To add a new reporting permission for Payment Automation users:

1. Log into Bank Admin. Select the down caret next to Menu, then select Client Company
under the Client Company section.

Digital Banking mm.m., e

Client ACH Company Informalion o v pu

Market Segmentation

any existing package and produce zny type of payment. The result offers a lower Total Cost of O

File Import Histary

Payment Automation File Manager
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Live Application Maintenance

System Maintenance
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;" 7":"”"‘”"‘ Bank Holiday Service Requests
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Scheduled Exports RN T Feature Deployment Center

Intermediary Bank Mapping

arket Segment Maintenance Client Roles Users
Reports Client Users Roles
Report Management Client Cutoff Time Utilitias
Check Issue Management Chent Company Banner Change Password
Payment Management Email Recipients. i
V\ Incoming Real-Time Payments Email Recipient Groups
IManagement Email Recipient Group Assignment Bank Widgets
Template Management Panel Approval Maintenance E-Learning
Digital banking i a flexibly designed, web-enabled payment and reporting platform enabling orge 7, User Defined Codes ne-delay. Using the Digital
Do Ui -Gt check Tt capabity an a.tomted applcaton pocessig 1y 1roers Managemend e Gber Fraud & Risk Management "¢ S50 10 D Do
a single, consalidated account partfolio thus enabling cash and treasury managers to make the ¢ Imin Reports Secure Payments Investigation
Bottomiine’s premier software locls and payment management expertise brings the e-Commerce  Transfers Template Bank Import Maps Center 1 will interface with virtually

$50 Administration

Cilent Malctsaaica Conespandent Baok Mapoing Feature Deployment Center S e 10:02 EST US/Eastem

File Load Administration Export
Bank Admin Audit Information

Audtt Information

————) [Cient Company ]

Client Accounts

Filter by Company by typing in the company name in the search bar, then select Go.

Select the down caret under the Actions column and click on the VIEW option.

Digital Banking

Client Company

Fiter Company

Selected O of 1 on Page [1 v | of 1 Records 1-10f1

(] Actions = a Company

@

DELETE

O (=]

CLONE
DISABLE
CONVERT TO ROLE PERMISSIONS

Positive Pay User Guide

Go

# Home Menu »  Setup w  Help

View Filters Advanced | Clear Filter

Company Name

-— e -

Parent Company

—

Disabled  Status

N Approved

View Companies

Export  Manage Columns  Save View
Permission Type

Users

Welcome, i Wi 10.04 EST US/Eastem
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3. Select the View link in the Client Users row.

Digital Banking # Home Menu w  Setup w  Help Log off

Client Administration Home

Company: Status: Approved

v Client Company " Modify -
¥ Client Entitlements | Modify
+ Product Settings view | Modify @
v Confidential Settings View
v Client Accounts View

TOA Locations View

Payment Originators View
¥ Client ACH Company Information View

Company and Account Limits View

Legacy System IDs View
+ Client Users (Mew

Welcome, = . 10:07 EST US/Eastern

4. You'll be routed to the User Maintenance page. Navigate to the item that you’d like to
open, select the down caret next to View under the Actions column, then select Modify.

User Maintenance -3
@ Add New User &8 [ O 02/12/202510:08 AM
Fier | Select Fields - | users ¥ ] & cirers
() Actions Company Company Name User ID First Name I Last Name Legal Administrator Status Activation Date Active Disabled 5
C View ADMIN b Yes Approved Yes No
O View w MTCSV No Approved Yes No
C View v MTFW No Approved es No
C View MTISO Ne Approved Yes No
E View = NACHA No Approved Yes No
L View - - Ne Approved Yes No
0 View I’j Ne Approved Yes No
( Viow | Modly  —— No Aperoved Yes No
Disable i
Delete
. Ormcodt  Simutate play| 50 ~ |oscpage ¢ Page| 1~ >

Update User Settings

Delet Copy User
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5. Select Set Permissions, then Reporting tab.

O 3} @
Define User Set Permissions Assign Accounts Apply Approval Limits

)

O Select A1
Admin Reports

Select All

User Permissions Company Details

Scheduled Export
O select Al

O Scheduled Export

Balance & Transactions

O Select Al
Current Day Transactions Previous Day Images Previous Day Summary
Credit Advice Report Previcus Day Transactions Current Day Summary
[0 Cash Posttion [0 Account Statement Current Day Availability
SWIFT MTQ42 Export SWIFT MT940 Export BAI Data Export
QuickBooks Data Export Quicken Data Export

eStatements

Select All
eStatements

=) nt A e Bile ki
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6. Scroll down to Payment Automation File Manager where you’ll see the new entitlement

options.

Payment Automation File Manager
Select A

View Downicad Source Fie

Image Search

Select Al
Image Search
Payment Reports
[J Select A
(0 Exchange Rates
Payment Details
Recurring Payment Exceptions Report
Select Al

Recuming Payment Exceptions Report

Check Inquiry
Select Al
Check Inquiry

I Continue }

Back

(0 ACH Company

Template Details

7. Route to the User Maintenance page. Navigate to the item that you’d like to open, select
the down caret next to View under the Actions column, then select Simulate.

Add Widget v

User Maintenance

User Maintenance

3

@ Add New User & 0 O 02/12/2025 10:08 AM
Fiter | Select Fields - | B Firers
‘ (my] Actions Company Company Name User ID First Name Last Name LLegal Administrator Status Activation Date Active Disabled 35
C ADMIN Yes Approved Yes Ne
‘ 0 o - MTCSV No Approved Yes No
O - MTFW No Approved Yes Ne
|
‘ ( - MTISO Ne Approved Yes No
(m] View = NACHA No Approved Yes No
‘ o View = = — No. Approved Yes No
0 View @ No Approved Yes No
‘ 0 View | Modiy No Approved Yes No
Disable i
Delete
Veuing 110 of 10rmeords oL ¢ Dispiay| 50 = |perpage ¢ Page| 1 = a1y

Update User Settings
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8. A pop-up will open. Click on Yes.

Confirm

Continue to client application with a simulated session for this user? After simulation of this user, you will be returned back to Bank

Administration.

9. You'll see Payment Automation listed as an option under the Reporting tab.

FDIC  Fo1C-insured - Backed by the full faith and credit of the U.S. Government

SIMULATED
E FirstCitizens Bank Home Payments & Transfers Fraud / Risk Management Reporting Administration & S Help
Balance and Transacton Reporting - Add Widget w I
Download
Recert Management
Notifications Statements L
Credit Advice Report
ACH Payment Templates await your approval. Image Search View
Payment Automation
ACH Payments await your approval. View
Cancel Stop Requests await your approval View
File was recently imported View
10.You can view all the files received. Select View to see error details.
FDIC  Foic-Insured - Backed by the full faith and credit of the U.S. Government
SIMULATED
EFirs(CilizensBank Home  Payments & Transfers  Fraud / Risk Management  Reporing  Administration & Settings  Help
Payment Add Widget v
Payment Automation File Manager #

& [0 O 0212/202510:10 AM

Fiter | Select fields - Payment Automation v | Drnen
[y Actions File Name Created By Import Date Last Updated Status -
0 View = PPD- 3_NACHA-20240830 -1.TXT NACHA 01/302025 11:02:10 01/30/2025 11:02:42 Final - With Evors I
| o View PPD, _MTCSV_ACHCCD_20250130 vt MTCSV 01/31/2025 12:34:58 01/31/2025 12:3505 System Error
0 View = PPD _MTCSV_ACHPPD_20250130.50 MTCSV 01/31/2025 12:34:58 01/31/2025 12:35:35 Final - Wih Emors
C View = PPD, _MTCSV_ACHTX_20250130 txt MTCSV 01/31/2026 12:34:58 01/31/2025 12:35:25 Final - With Errors
C View = PPD_| _MTCSV_AT_YYYYMMODD.oa MTCSV 01/31/2025 12:34:58 01/31/2025 12:35:45 Final - With Erors
| = View = PPD, _MTCSV_AlenERROR_YYYYMMDD, ot MTCSV 01/31/2025 12:34:58 01/31/2005 12:35:05 Final - Wih Emors
O View PPD_ _MTCSV_DWIRE_20250130 tet MTCSV 01/31/2025 12:34:58 01/31/2025 12:35:54 Final - With Emors
m View = PPD, _MTCSV_DWIRE_AML3transactions_20250203 txt MTCSV 02/03/2025 11:17:15 02/03/2025 11:17:36 Final
C View = PPD_| _MTCSV_DWIRE_sanciion3transactons_20250203.1xt MTCSV 02/08/2025 11:17:16 02/03/2025 11:17:46 Final
D View = PPD _MTCSV_Mixed_20250130.txt MTCSV 01/31/2025 12:34:59 01/31/2025 12:36:25 Final - With Emors
Viewing 1-10 of 43 records Display| 10 ~ !r,. poge ¢ Page| 1 = |oi5y
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11.You'll be routed to File Import Details.

FDIC 70iC insured - Backed by the full faith and credit of the U.S. Govemment

SIMULATED
B& FirstCitizensBank Home  Payments& Transfers  Fraud/Risk Management  Reporing  Administration & Settings  Help

& File Import Details for PPD- NACHA-20240830 -1.TXT

File Import Details

Y Export & Print

Fiter | Select fields .
|y Fie State : Transaction Type Last Updated Processing Details o
O 1-File Received None
6-File Processed by DGB with Enors NACHA 01/30/2025 11:02:41 Total Transactions wil be processed: O Total Transactons that require approval or exceeded kmit O Total Transactions that were rejected 0 - 8
0 2.GTFrame Notied None 01/30/2025 1
3-GTFrame File Recerved NONE 01/30/2025 11.02:18
4-Valid DGB File NACHA 01/30/2025 11:02:18
O 5-File Sent to Digital Banking NACHA 01/30/2025 11:02:21 Job ID: 71398

L ,

Download a File
To download a submitted file:
1. Select the down caret next to View, then select Download.

ﬁ FirstCitizensBank Home  Payments &

Payment Automation

Payment Automation File Manager £

& [ O 02/12/202510:14 AM

Fiter | Select fields - 'ayme: . v | Drines
C oA Actions File Name . Created By Import Date Last Updated . Status 1
ow - PP _NACHA-20240830 -1.TXT NACHA 01/30/2025 11:02:10 01/2012025 110242 Final - With Emrors
0 Vi PO | |_MTCSV_AGHCCD_20250130 5 MTCSV 01/31/2025 12:34:68 01/31/2025 12:35:05 System Eror
ow PPD | |_MTCSV_DWIRE_20250130 xt MTCSV 01/31/2025 12:34:58 01/31/2025 12:35:54 Final - With Emors
0 Vies PPD_ 1I_MTCSV_DWIRE_AML3transactions_20250203 txt MTCSV 02/03/2026 11:17:16 02/03/2025 11:17:36 Final
aw | Download o _MTCSV_DWIRE_sancton3iransactions_20250208 txt MTCSV 020372025 11:17:15 02/03/2025 11:17 46 Final
View = PPD _MTCSV_Mixed_20250130 txt MTCSV 01/31/2025 12:34:59 01/31/2026 12:36:25 Final - Weh Emors
ewing 1-10 of 43 records Slciny] 10 ' |GarracuiciPage] 1~ N

PPD MTCSV_DWIRE
AML3transactions_20250203.txt

-2023-12-31.pdf
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3. Review the content of the file.

UG TVTOYOT
::1' PPD_ _MTCSV_DWIRE_ transactions_20250203 - Notepad - O X

-

File Edit Format View Help

['H","20250203","x"

|-Usw|REn‘n2025°203n'noomm .Bﬂ","","ﬂ( ||'« ',"Othef‘,"(} n, ","","NEW YOI"‘(","","US","ThE Ba

IluswlIREII,Ilzomzosh'rlmm ‘mh,llll,lim ||'ll ',"Other“,"ﬂ ll" ",""’"NEW Yorkﬂ'""'llus"‘"'r‘r‘e Ba

"USWIRE","20250203","000000000000( .00","","0( ', "Other","0H P, """ "New York","™,"US","The Ba

T, "3", "0000000000000039.00" /2
us

< > ]

Ln1,Col 1 100%  Windows (CRLF)  UTF-3

Import File Manager
To access an alternate method to view file transmission status:
1. From the home page, navigate to the Administration & Settings tab, then select Import.

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

E FirstCitizens Bank Home Payments & Transfers Fraud / Risk Management Reporting Administration & Settings Help - =
DO User Mantenance Add Widget U
Preferences

Impeon @
File Import History Alarts Center *
/ Auddt Information
User Agresments

& [ O 02/12/202510:21 AM

2. Select the drop-down caret next to My Imports menu, then select All Imports.

FDIC  ForC-tnsured - Backed by the full faith and credit of the LS. Government

Firs[(jjtizms{hnk Home  Payments & Transfers  Fraud / Risk Management  Reporting  Administration & Settings  Help aat Loy (O ArEAsE Taat i
@
File Import History *

\ & [ O 0212/2025 10:21 AM
Fiter | Select fields My Imporis -[%I b Finers
Actions Import Date File Name Status Import Type Processed Created Rejected | & &
File Import History - 2 Weeks Back
There is no content
My Imports
Viewing 0-0 of O records Display| 50 - |u=’r~uﬂ< ] 1 - s
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3. Click on the View link for the row you’d like to see.

PDIC FoiC-insured - Backed by the full faith and credit of the U.S. Government

Epimcnimssanh Home  Payments& Transfers  Fraud / Risk Management  Reporing  Administration & Settings  Help i A OB 1/a0is T2 BB P
Add Widget b

File Import History %

& [ O 02/12/202510:21 AM

Fer | Select fieids - Set As Default I 1 imoorts v | Drien

Import Date Flle Name Status Import Type Processed Created Rejected Emors gz
02/06/2025 15.58:58 PPD_S808_ _NACHA_Batch2 ot Entered ACH 1008 1001 0 4]
02/04/2025 13:27:33 PPD_9808, _NACHA_Batch1 o Entered ACH a 2 (] [ 7
021042025 13:15:35 PPD_9808_ _NACHA_performace.txt Needs Repair ACH 1008 1001 o 1 7
02/04/2025 08:08:11 PPD_8808_ _MTSO.| +_20250204 txt Entered Payments 3 a3 0 [ 7
o - 02/04/2025 05.06:40 PPD_S808_ _MTISO_| _20250203(1) et Needs Repar Payments 3 3 ] 6
‘ View = 02/04/2025 09.06:11 PPD_9505_ LMTISO _20250203(1) ¢ Needs Repair Payments 3 3 ) 6 7
02/03/2025 11:24:52 PPD_9808_ _MTISO_| 20250208 1t Entered Payments 3 3 ] 0 7
L 129727 son owo e e — o - S 2 a a
Viewing 1-39 of 39 recordis Display| 50 = oerpage ¢ Page| 1 = loi1y

4. You can see the status details.

FDIC  Fo1C-insured - Backed by the full faith and credit of the U.S. Government
E FirstCitizens Bank Home  Payments & Transfers  Fraud / Risk Management  Reporting  Administration & Seftings  Help Last Login. 02/11/2025 1256 PM

& File Import Details for PPD NACHA_performace.txt

~ Failed Records (1)

DBpot & Print
Record No, Job 1D Import Type

= ] :

Line 2 : Effective Date can not be today J

AT T
Ll

Questions?

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