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About This Guide

At Mascoma Bank, we are focused on creating a digital banking experience that is
convenient, easy, and provides you with the flexibility to take care of your business
finances anytime, anywhere. This guide will introduce you to the functionality in Business
Banking, your new digital banking experience.

Getting Started

Browser and Device Support

You can access your accounts via desktop, tablet, or mobile devices anytime, anywhere.
For an optimal experience, make sure your devices are using the most updated versions
of software available.

Browser Support — Make sure your browser is within the latest 2 versions (Safari, Chrome,
Edge, Firefox). Please note, Internet Explorer 11 does not support digital banking and
standards that are implemented in newer browsers.

Device Support -
e Windows: Versions still supported by Microsoft & support a browser listed above

e OS X: Versions still supported by Apple & support a browser listed above
e Android: Version 9.0+

e |OS: Last 2 major releases
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Enroll Now
Click "First Time User? Enroll Now."”

=% Mascoma
'qt Bank

Username

Username is required

Passwaord

Pazsword iz reguired

(] Remember Me

y

Verify you are human  ¢LouDFLARE

Forgot Username or Password?

First Time User? Enroll Now.




For business accounts, choose “Enroll my business account.”
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Il Want To

Enroll my individual

account
Select this if you have a

personal account

Enroll my business

account
Select this if you have a

business account

Accept the disclosure by clicking “l agree” and

"Continue.”

Step 1of 6

Disclosure

| Agree

Continue

Manage your Mascoma Bank accounts simply and securely, any time and
anywhere you have internet access. It takes just a few minutes to register.
Please accept the disclosure to continue the registration process.

CONSUMER DIGITAL BANKING AGREEMENT

This Consumer Digital Banking Agreement {("Agreement”) governs the
terms of your use of the Mascoma Bank online and mobile
banking services for consumers ("Digital Banking,” the “Digital Banking
Services,” the "Service™ or the "Services”). In this Agreement, "you," "your,”
and "yours” refer to each of the persons who own the Account(s) accessed
through Digital Banking and, as the context may require, also includes your
Authorized Users (if any). The waords "Bank,”
us" mean Mascoma Bank and our successors and assignees.

*“Mascoma,” “we" "our," and




Confirm your identity.

Step 2 of 6

[Confirm Your Identity

The following information is used to verify you have an account with us and that
you are the owner of the account. We match your answers against our records.

Account Number

@
SSN/TaxID

@
Emai
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Choose your preferred method for verification and click “Continue.”

Step 3 of 6

Verify Your Identity

@ svs Text

A one-time code will be sent to your maobile phone,

Select Phone Number
A4

(wmc] wwE_¥GNA

Email
A one-time code will be sent to your email address,

Voice Call
You will get a call that reads a one-time code to you,
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Enter the Verification Code and click “Verify."

Step 4 of 6

Verification Code

A 6-digit code has been sent to your phone number (***) **-*504.

560142

Code Will Expire In 5 Minutes

Resend code or Change method

Create a username.

Step 5 of 6

Create Username

Create 2 unigue, alphanumeric username between & and 12 characters in length.

Username




Digital Banking User Guide

Create a password. You will then be brought to the dashboard.

Step 6of &

Create Password

Your password must be at least 8 characters long and contain at least cne
uppercase letter and one number.

Passward
@

Password Strength s Strong  —

Confirm Password
@

Password matches

Create Password
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Dashboard

Upon logging in to the digital banking platform, you will be directed to your dashboard.

Dashboard Accounts Financial Planning Transfer & Pay Tools Business Admin
Dashboard e e
Accounts 3 . Credit Score Tools
s ”~ ~
Daposits '

[ 725\

300 850

® Small Business Checking $248,379.2
z-ll 923 iﬁiﬁ E :O@ (ﬁ

Score Repert  Moritoring  Savings

Start tracking your credit score and full

credit report!
1 Show my Score
Accept Payments
g B8 )
2 View External Accounts
Send an Invoice Accept Payments Now

Financial News

oGl

4 Last 15 days

&= 4 ACH template(s

o Logged in @ timas

Next 30 days

= 2 ACH template(s

1. Accept Payments: send invoices or accept payments now.

2. Linked External Accounts: from other financial institutions.

3. Accounts: grouped by account type class (e.g., checking, savings, and loans).

4. Activity Module: provides a quick glance of recent and future activities.

Please note: If you want to change the order in which your accounts or loans appear on
your (home) screen, you can do that through our computer-based digital banking, but
currently it is not possible to reorder accounts on the app.

7
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Business Banking Overview

Our new Business Banking platform is focused on providing a digital banking experience
to seamlessly review, monitor and manage finances of our business customers.
Businesses have unique digital banking requirements that are not available in consumer
banking, such as: multiple users with specific permissions, insights on sub user activity,
Transaction Limits, and Authentication.

Here is an overview of the widgets within the Business Banking digital platform.

Description
Name P

Manage Authorizations, Permissions, and

Business Admin
Users

Review standard or create custom reports that will
Business Reports provide your business with insights on your ACH details
and transaction history.

Autobooks Invoicing Accounting and bookkeeping solutions.
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Business Banking Widget

From the dashboard, you can access the Business Banking widget from the top
navigation bar.

The Business Banking widget provides you with the tools to set up, maintain, and
manage the various aspects of your digital banking experience. It is the foundation for
all other Business widgets, such as Business Admin, Autobooks Invoicing, and Business
Reports. The Business Banking widget also serves as the hub for Authorizations and User
Management.

Dashboard Accounts Transfer and Pay Business Banking Financial Wellness Tools

Business Banking
Business Admin

Authorizations Users Business Reports

©
w

Authorization Requests

Sub Users

Master users may set up sub users for business digital banking. Please note, you will need
to log in from a desktop to add, edit, or delete users.

On the Business Admin screen, go to Users. Click on “Create User.”

[F]
&

Business Admin

Authorizations  Users

Create a New User

Currently there are no users configured. Create a new user for your business banking

Create User




Create New User

Select "New User” if you'd like to
create a brand new user.

Select "Copy A User” to copy the
permissions and accounts from
an existing user.

Create New User or Copy a User. Enter
details. Check to see if username is
available by clicking the arrow. Click
“Next."

Digital Banking Business User Guide

Create New User x

Select Type of User

Stepl1of6

New User
| want to create a brand new user,

Copy A User
Copy permissions and accounts from an existing user.

Username

B TestAUserA

Check username availabilit)

10

Create New User

Basic Information

Personal Information

Emal MemaiLoom

Username
B Testausera
Uzername 330304

Address

Back
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Use the toggles to select the
permissions you'd like this person Create New User x
to have. Some of the permissions

may have additional questions to Permissions and Limits -
answer. For example, in Internal e et
Transfers, click on the arrows and

Administration Select A

enter the appropriate limits. Click
"App|y_" Manage Users

Add. edit. and delete business users to access banking .

features and ac 5. Users w

3. this permission may also
add and edit transaction limits.

Click "Next" when finished.

Edit Business Contact Information ®
User is able to edit the contact info.
< Internal Transfers Cie
Select Access Level - Feature Access Select Al
Submit & Authorize
View eDocuments
- View statements, notices, tax forms, and annual credit card .
Limits summary.
summary
Submit Up to
The maximum limits this user will be able to submit
Daily Weekiy Monthly
$1,000.00 $2,000.00 $4,000.00
Payment Types
Select transaction access limits
Dual Authorization Above ® Internal Transfers
Require approval on all submissions above a specified amount >
NO ACCESS
Authorize Up to
The maximum limit this user will be able to authorize
gill Pay
Daily Weelkly Monthly ’
$1,000.00 $2,000.00 $4,000.00 S
Payment Destination Select A
Add External Transfers Account ®
Abi Il'l to add external accounts.
p
‘ Cancel . .
L J Add Member To Member Transfer Account ® v

option to turn on Dual
Authorization above a specified
amount.

Back

1



Digital Banking Business User Guide

Limit Description

The maximum cumulative dollar amount that can be submitted
without additional authorization.

A limit of “0.00" means that ANY transaction scheduled by
users will require approval.

Authorized Limit

The maximum cumulative dollar amount that can be submitted

Max Limit
by users.

The maximum cumulative dollar amount that a user with

Can Authorize e
authorization rights can approve for others.

Select the account this individual will have Click “Next.”
access to. Click “Select Accounts.”

Create New User

Accounts

¢ Select Accounts

You have added 1 accounts to Testb.
Add/Remove Accounts

Q, Account Number Or Nickname

Deposits

® small Business Checking ****8459

Deposits (10of 1) Unselect All

® Small Business Checking ****8459

Select Accounts (1)

Back
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Select account permissions. Click “Next.”
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Note: Not all options may be applicable to your Digital Banking package.

Create New User

Account Permissions

Step5of 6

These will be applied to all eligible accounts within each
account type. You can change the permissions individually in
the User Details section after creation.

W
o

lect All

Deposits (1 of 12)

View Account
View the account and view the account’s balance and the 0
associated transactions in the "My Accounts™ widget.

ACH

Provide ability to submit ACH Batches from this account .
and View scheduled and Historical ACH submissions from

this account.

Bill Pay From ®

Ability to pay bills from this account

Wire Funds Out From
Provide ability to submit Wire requests and View Scheduled o
and Historical Wire submissions from this account.

View Statements

View images of statements for this account. NOTE - this .
could display other statements, if this account’s statements

are combined with other accounts.

View Draft Images ®
View images of checks and drafts drawn on this account.

Transfer Funds Out From
The ability to transfer funds out from this account and view o
associated transfer history using the Transfers widget

Transfer Funds Into
The ability to transfer funds into this account and view .
associated transfer history using the Transfers widget

Back
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Review Information
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Confirm the information is correct. Use the pencil icon to edit if necessary. Click “Sulbomit”

Create New User

Review Information

Stepbofb

Basic Information V4

Name

Testb Userb

Username

TestBUserB

ma

@mascomabank.com

Address

No address

Primary Phone Number

No phone number

Secondary Phone Number
No phone number

Permissions v

Administration

Manage Users

Add. edit. and delete business users to access banking features and accounts
Users with this permission may also add and edit transaction limits.

Edit Business Contact Information

User is able to edit the contact info.

Feature Access

Back

14



Any permission changes,
such as creating a new user
or money movement, will
require verification.

Select preferred method
and click “Send code.”

Enter code and click “Verify."

Create New User x

Please verify your identity before completing this action.

Text Email Call

The verification code will be sent to your phone via SMS.

Standard messaging rates apply

( Cancel j

The code will expirz in 5 minutes

Enter code

Resend code

[ Cancel J

15
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Sub User Maintenance

A master user, or a sub user with the Manage Users permission, can edit a sub user's
status or reset a sub user’'s password.

Sub User Status

e Active - Sub users in an Active status are able to log in and access digital banking. If
a sub user is Active, a master user can change the sub user’s status to Frozen.

e Locked - Sub users in a Locked status have locked themselves out of digital banking
due to excessive unsuccessful login attempts (for example, a forgotten password)
and must be unlocked to log in and access digital banking. If a sub user is Locked, a
master user can change the sub user's status to Active.

e Frozen - Sub users in a Frozen status have been set to Frozen by a master user and
are unable to log in or access digital banking. If a sub user is Frozen, a master user
can change the sub user's status to Active.

e Disabled - Sub users in a Disabled status have been set to Disabled by Mascoma
Bank and are unable to log in and access digital banking. Sub users in a Disabled
status will not display in Business Admin. Once a sub user's status is changed to
Disabled, the sub user’s status cannot be changed by a master user.

Sub User Contact Information

A master user can edit a sub user's contact information (hame, email, phone, and
address).

[F]
@

To edit, click on the user you'd Business Admin
||ke to edlt, Authorizations  Users

All Users

0

16
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From here, you can make changes to the personal information by
clicking on the ellipses. You will also have access to manage accounts

and manage permissions

Summaly General Permissions Paymem Permissions Account Access
Personal Information
ACTIVE ) .
Tester123 weve
email@email.com No address
No phone number No phone number
Account Access g A
General Permissions vasgeremasens  Payment Permissions Vansge Been
No Access MO Access
No Access No Access
No Access NO Access
No Access NO Access
“ecernvable:
No Access No Access

17



Reset a Sub User's Password
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Click the elipses, click
"Reset Password.” Business Admin

Authorizations Users

All Users

Jo)

None AcTIvE

Select a method to
receive a new password.

Explain why the sub user’s
password is being reset,
click the "Send New
Password"” button.

Please note, a disabled
sub user account cannot

Reset Password x

Select a method to receive a new password

. Email

A néw password sent to your E"'.E
email@email.com

Reason for resetting password

be used, and therefore
the master user will not be
able to reset the
password. If the sub user
status is Frozen, it will
need to be set it to Active
before their password can
be reset.

18



Alert Notices

Select Alerts from the Tools menu
located on the top tool bar.

You will then be able to choose from the
Alert categories.

Once you select a category, you will
have options to toggle them on or off.

If you toggle an alert on, you will be
asked how you want the alert, SMS or
email.

Digital Banking Business User Guide

Financial Wellness Tools
Tools
Settings eDocs
Alerts Check Services
Message Center Locations

Alerts

f:l General Alerts
@ Accounts
€2 Authentication

Business ACH

(2]

Business Admin

w

Business Reports

©

Mobile Deposit

{f} Savings Goals

€1  Transfers

19
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Business Reports Widget

To navigate to this widget, click on the Business Banking menu bar and select Business
Reports. The Business Reports widget provides customers with the ability to access
Standard Reports and create Custom Reports. The Custom Report generation tool
provides the ability to generate new reports to yield new insights on sub user activity
and transaction history. The four main areas include:

1. Quick Filter Cards - Quick Filter Cards are located above the Balance Trend chart on
the Business Reports Dashboard. The Quick Filter Cards show the current balance of all
of the business user's deposit accounts and loans. If you click on a Quick Filter Card, the
Balance Trend chart will be instantly filtered to show only trends for those accounts (alll
other filter settings remain the same). The Quick Filter Card selection will cascade to the
Balance Trend chart, Transaction Summary, and the Transaction Overview.

2. Balance Trend - The Balance Trend chart is a line chart at the center of the
dashboard that shows the trend in deposit account balances for a selected set of
accounts over a selected period of time.

3. Transaction Overview - The Transaction Overview is a high-level bar chart connected
to the bottom of the Balance Trend chart on the Business Reports Dashboard. The
Transaction Overview chart will display the sum of total debits and credits for the
selected deposit accounts on a daily basis for the selected Date Range. The selected
accounts and the selected time period are inherited from the options used for the
Balance Trend chart.

4, Transaction Summary - The Transaction Summary is a detailed bar chart connected
to the right side of the Balance Trend chart on the Business Reports Dashboard. The
Transaction Summary opens when you are on a specific day within the Balance Trend
chart. The Transaction Summary will display sums of debits and credits for the selected
transaction types for the selected time period. The selected accounts and time period
are inherited from the options used for the Balance Trend chart.

20
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r n |
Business Reports
Dashboard  Reports
Account Summary Dast Raage | Courrent Moz
Jor 1, 2023 - Jen 6, 2003 )
Checking Accounts L Savings Accoenty
510,776.60 §1,572.20
Crxrant Dapouit Balmes Coerrant Diposit Balimze
4510, 77640 this mondh 51870 N thais month
Balance Trend i e
. v * L
Transaction Overview (Deposit Accounts Only
L o

Within the dashboard, click the gear icon for each Quick Filter card to make any
necessary edits.

Checking Accounts Customize Accounts X

$10,776.60 Name

Current Deposit Balance

Checking Accounts

Deposits Deselect All

|ZI [ Small Business Chec... :

1 $10,776.60 thiz month

This will allow you to change the name and select or deselect accounts. Click Update to
save any changes.

21
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Create a Custom Report .
Business Reports

Dashboard  Reports

The Reports Tab will
show you standard

reports that are 8
generated by Mascoma
Bank. You will also be
able to run your own Custom Reports

custom reports.

NAME DESCRIPTION CREATEDON

Standard Reports

Within the Business
Reports widget, select
the Create Custom
Report button.

What type of report would you like to create? x

Select the type of
report you would like
to create. = < 2

ACH Details Transaction History Sub User Activity

Click the pencil icon next < All Reports
to the report name to add Untitled Rer
the name of the report.

Enter the name of the < All Reports _
report and click the Transaction Report | v X
checkmark button to save.

AAA 7 Bamaus Coliimne
AdQ / hemove Columns

22
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The Add / Remove Column button will allow you to
add or remove columns from the Custom Report by
checking the boxes next to the column to add (if the
box is blank) or remove (if the box is checked) the

Select Columns X

7| Posting Date

. | effective Date
associated column.
1| Account
Click the Update button to save the changes or click ] Debit/credit
the Cancel button to close the window without ] Type
saving the changes. v] Description

Z| Check Number

7| Amount

Click "Save Dynamic Report,” enter a name, )
description, date range, and share type and
select to receive a notification via email when the

report is ready.

Save Dynamic Report X

Name

Transaction Report

Description

A short description of the report (optiona

Date Range @

Past 30 Days v

Share Type

\!- Private - Only accessible by you

¢ Full Business - Accessible by all users in
' the business

Notification

\ | Email me when report is ready

Click the Save button to create the

new Custom Report or click the
Cancel button to close the Custom ‘ Cancel ‘
Report without saving.

23
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Edit Custom Reports

To edit a Custom Report, select the report you would like to edit, and then click the
appropriate pencil icons. Once all edits have been completed, click “Update Dynamic
Report.”

Dashboard Reports

Subuser activity

Past 30 Days hd

Add / Remove Columns Date Range

Delete Custom Reports

Use the trash canicon to delete the Custom Report.

Custom Reports

All Reports A% Create Custom Report

Search | Type in Report Name Q ‘ Filter

NAME DESCRIPTION CREATED ON 5
Subuser activity To reivew all subuser activit 04 Jun .4 o
Transaction Report To review all transactions 04 Jun 2 o

24
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Autobooks

Go to the Business Banking menu and click on “"Autobooks Invoicing.” Select where you
would like payments deposited. Accept Terms and Continue.

Autobooks Terms of Use and End User License
1. Definitions I

In addition to terms defined in the Agreement, capitalized terms used in this
Agreement shall have the following meanings:

(a) "Account" means that depository account at Fl in User's name in

Download PDF
Processing rates

Online credit card payments 3.49%
Online ACH payments 1%
No monthly fees.

Select where you would like payments deposited

(® Small Business Checking (*8459) |

O Small Business Checking (*7409)

Accept Terms and Continue

You're almost ready to start getting paid!

Click "Next."

Let's confirm a few pieces of information so you can accept customer
payments into your Mascoma Bank account. Please provide only primary
business owner information. This usually takes less than two minutes.

If you have questions, email support@autobooks.co or call us toll-free at (866)
617-3122.

25
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Enter your full name and click “Next.”

What's your full name?

Full name *

Enter your date of birth and click “Next.”

What's your Date of Birth?

Date of Birth *

Enter the year your business was formed and click “Next.”

What year was your business formed?

Business formation year *

26
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Answer the following questions. Please note, you may be required to answer follow-up
questions based on your answers.

Does your business have a website?

® No
QO ves

Does your business have a DBA?

® No
O Yes

What industry does your business operate in?

Choose the general sector, then the specific industry, that best matches your business. If
you don't see an exact match, you can pick the next closest option.

Sector * M

Industry *

Please select a Sactor

27
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What products or services does your business offer?

Products or services offered *

This can be a simple answer, like "t-shirts” or "church services"

What's the largest payment you expect to receive?

Largest payment amaount *

50

This is just an estimate. Payments could be from invoicing, donations, or however else you

expect to receive income.

What's your estimated annual revenue?

Annual revenue amount *

$0

28
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What's your Social Security Number?

Social Security Number *

In order for you to accept credit card payments, we are federally required to collect your

Social Security Number.

What's your EIN (Employer Identification Number)?

EIN/TIN™

EIN/TIN is required as part of the payment processing verification. If you are 2 Sole

Proprietor, this could also be your Social Security Number.

Are there any other individuals who own 25% or more
of this business?

® No
O ves

Click "Complete.”

29
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Thanks for confirming your information!

Click "Close.”
We'll review your information and set up your account to receive payments.
This one-time process should take less than 5 minutes.

Feel free to close this window and take some time to explore the app. We'll let
you know once we're done.

If you have questions, email support@autobooks.co or call us toll-free at (866)
617-3122.

Congrats! # Your Autobooks account is live and
you're almost ready to get paid.

Your business now has two brand new ways to accept online payments:
Invoice and Payment Link.

M nu n
Cl |Ck StG rt. Now, click "Start” to ask for your first payment.

30
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Choose how you would like to x
ask for your first payment, How would you like 10 ask for your first payment?
Invoice or Payment Link. DUE

® ®

— PAY HOW

visa

Invoice Payment Link

Do you need to send an itemized Do you need a fast way to get
bill to a customer? paid with only a link?

Invoices are detailed bills that let you Your personal Payment Link is a

list the products or services you're unigue link you can share anywhere to
requesting payment for. Each invoice quickly and easily let people pay you

has a "Pay online” button customers
can click to pay you.

Create first invoice Access my Payment Link

Create an Invoice x
Complete the necessary

fields to add your customer's
information. Click “Add
Billable Items.”

Step 1/3: Add your customer's info

@ Individual O company

Customer's first name * =

Customer's last name *

Customer's e-mail *

10/06/2023 ]
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Enter the necessary fields. Utilize the Add Another feature to bill for additional items or
use the Turn on sales tax feature to calculate sales tax.

© Foltcustomerinfo *

Now, tell us what you're invoicing for

Title of your product or service *

Quantity * Price per unit * Amount

1 50,00 $0.00

Description of your product or service

=+ Turn on sales tax @ Add another

Use the slider to turn sales tax on and enter the tax rate. Click “"Save changes.”

Sales tax

While sales tax is turned on, you can decide which invoice line items have
sales tax applied

‘ Sales tax is turned on

Sales tax rate

0 %

32
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You will now see a check box to Apply Sales Tax.

£ Edit customer info .
oo
T .

:]e;:\::;:”:;n product of service
Click "Review invoice.” O Apply Soles Tax

' Edit sales tax () Add another ”’Ilc
Click on "Edit Business Edit business information to be displayed
Information” to update your
information or to add a logo. Seyoer Pt nc

Business phone number

Save changes. 802-555-9999 |

Business email

sales@geyserpoint.com

Business logo (optional)

If you'd like to upload your logo, drag and drop
it here, or

click to select a file from your computer

“

33



Click “Looks good, send
invoice."

Your customer will receive
an email similar to this.

Digital Banking Business User Guide

< Back to invoice editor

Need to update your
business info or add

your logo? Click
below

EDIT BUSINESS
INFORMATION

$1,050.00

Salance due

10/06/2023

Oue date

Geyser Point Inc
802-555-9999
sales@geyserpoint.com

Customer

Sally Jones

FroduSenios
Flooring
Pa—

ak Flooring

X
. Looks good, send invoice
Invoice
Cresteddte Dueaste —
10/05/2023 10/06/2023 0000000
arv UnitPrice Amouns
10 §100.00 $1,000.00

1. Invoice Email

After you send your invoice, your customer will get an email that looks
just like this ons

The emall ‘from name” will be your DUSINess NEMe, $0 Your customer

will know it's from you.

You have an invoice from Geyser Point
Inc:

Involee Summary

Due date:

Amount;

$1.060.00

View details and pay online

Sze your full invoice and pay securzly with Autoboaks.

Wy am 1 getting this emall?

Gayzar Point Inc i3 requasting payment far e produces dalvaned of Benices rendarsd

sacsc Poinl e e iounicing o dhouct 2 gollua aicalon calsed Sulok

10/06/2023
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Congrats! Your first invoice is on its way to
your customer.

Access my Payment Form m

Payment Link

Click "Access my Payment Link."

How would you like to ask for your first payment?

Invoice

Do you need to send an itemized
bill to a customer?

Invoices are detailed bills that let you
list the products or services you're
requesting payment far. Each invoice
has a "Pay online” button customers
can click to pay you.

Create first invoice

Payment Link
Do you need a fast way to get
paid with only a link?

Your personal Payment Link is a
unigue link you can share anywhere to
quickly and easily let people pay you

Access my Payment Link




You will see a preview of
your payment link.

Click on "Edit Business

Information” to make any
necessary edits.

Click “Save changes.”

Digital Banking Business User Guide

date your business info or add your

below
EDIT BUSINESS INFORMATION
oum ooorems
[
Make a payment to Tiny Toons LLC

Payment amount

S0

Payment method

Cregit/Debit  Bank account

Name on card * =
Card number * a8
-1} Exp. month * Exp. year * cwv+ Zip code *
Payment schedule What's this?

Edit business information to be displayed

Business name

Tiny Toons LLC &

Business phone number

802-555-8888

Business email

customerservice@tinytoons.com

Payment type *

Payment v

Business logo (optional)

If you'd like to upload your logo, drag and drop
it here, or
click to select a file from your computer

—
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When you email the payment
link, it will be sent with your
business name as the “From
Name."

Before you send, you will
need to enter the customer’s
email address and paste the
link into the body of the
email.

You have the option of
sending yourself a copy as
well.

Click "Looks good,
email my Payment
Link” when complete.

Digital Banking Business User Guide

First, click "Copy Link" to copy your Payment Link.

https://staging.autobooks.co/pay/10

Now, paste your link into the email message below and send it to a customer. How do | paste?

Customer's email address * n

[ Alsosend to me

Email subject line *

Here's a link to pay by credit card!
Email message *

Hi there,

Here's a secure link to pay Tiny Toons LLC by credit card:

Thank you for your business!

Autobooks will send this email with your business name as the From Name® so
customers will know it's from you.

Looks good, email my Payment Link
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Congrats! Your Payment Link is on its way to
your customer.

Create first invoice m

Now that you are all set up, in the future you can access Autobooks via the Dashboard.

Accept Payments

B B

Send an Invoice Accept Payments Now
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Bill Pay

To access Bill Pay, navigate to
"“Transfer and Pay" menu option
and select "Bill Pay".

The Activity tab lists all the
scheduled and historical bill

pays.

Pay Bills

Select the "Pay Bills" tab to
add a business payee and
pay a business.

Bill Pay

MASCOMA BANK

JUL21. 2023

Pay Bills

Bill Pay

MASCOMA BANK

Activity

©

CHOOSE FROM

Small Business Checking $249,391.23

BILLERS

PAY BILLS Q +

{1&A phone Bill) *6810

Chase Aute (Betty ) *8765

Discover Card (Disco

PAY $0.00
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Add a Business Payee for Bill Pa
y y Bill Pay @ e
Click on "+" next to the
search icon.
L) ADD BILLER
Enter the name of the biller
you would like to add or add
one manually by clicking on '
the "Add" button.
X
[
You can either login to the "
chosen business's online CHASE
platform by entering your Pl loa in t ;
. _— ease log in to your accoun
credentials or click "Add 9 y
Biller Manually" and click User Name
"Next.” =
@] Secured, encrypted connections
Click below if you want to add your biller
manually instead of electronically.
Add Biller Manually =
NEXT
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To add a biller manually,
enter all the biller
information such as name,
account number, zip code,
nickname, and memo and
click "Next".

The next screen requests
that you add the address of
the biller.

Verification is needed to
add a business as a biller.

Pay a Business

Select the "Pay Bills" tab in
Bill Pay.

Select the account under
"Choose From."

Select the Biller and enter
the amount to pay. Click on
"Pay $XX.XX."

Payment is scheduled. Click
“Done.”

Bill Pay

€ | Bill Pay ee

::::::::::::

aaaaaaaa

Bill Pay

MASCOMA BANK

Chase Auto (Betty ) *8765

ASSOCIATION (HOA) *5764

Discover Card (Discover Card ) *9847

RIVERCHASE AT PROMENADE HOMEONWES

@
®

B

Pay Bills

PAY BILLS Q +

$100.00 >

$0 >

$0 >

PAY $100.00
v
X X
Schedule payment? 0
From: My Checking *5529 $99,997,889.42
Comcast *3456 Payment Scheduled
$100 From: My Checking *5529 $99,997,889.42
Comcast *3456
$10.
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Pay a Person

Add a Payee - Individual

Bill Pay ®@
Select "+" next to "Pay A Person.” : :
S PAY A PERSON +
-]

(+ CREATE GROUPFILTER)
(¥ CREATE GROUP FILTER)

RECENT PEOPLE

R ,
P )
o e ,
R / ]
Enter the contact details of the Bill Pay oe
individual, including First Name, Last -
Name, Mobile Number, Email, ke
Payment Delivery method, and a —
Security Question. The mobile
number is the default payment

delivery method. You can choose
email address by clicking on the
arrow. T

e e

Click "Save and Pay." Bill Pay

MASCOMA BANK

Verification needed. Select Text,
Email, or Call to receive the code.

“ ADD CONTACT

HOW DO YOU WANT PAYMENT DELIVERED?

8761123 >

SECURITY QUESTION

t
to them.
SAVE SAVE AND PAY

<
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Pay a Person - Individual Bill Pay ee

MASCOMA BANK

Select an individual payee by
clicking the radio button.

RECENT PEOPLE

o ,
R ,
O /
Enter the $ amount, add a memo, Bill Pa oo
y

select the "From" account and enter
the date and frequency for
payment. Click "Pay."

MASCOMA BANK

$10.00

FROM

My Checking $9,924,808.48

FREQUENCY

SEND DATE REPEATS
v
Confirm payment. x x
Schedule payment? Q
To: Sangita Testing Payment scheduled
From: My Checking *5529
Amount: $10.00
To: Sangita Testing
From: My Checking *5529 $9,924,808.48
Amount: $10.00
Frequency: One-time - Aug 3,2023
Frequency: One-time - Aug 3, 2023
Memo:
Memo:
o) I | | TR

Note: Direct Deposit functionality of Bill Pay is no longer a feature in Person-to-Person payment.
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