KeyBank O

Deposit Concentration
User Guide

Rewvised (10/17)



KeyBank c . Deposit Concentration User Guide

Table of Contents

1. Introduction 3
2. Depositand Disbursement Cut-off Times 3
3. DepositConcentration Reports 3
4. Depositand Disbursement Entries via Phone 4
5. Create Deposit Input viaKeyNavigator 5
6. Maintain Deposit InputviaKeyNavigator 9
7. Create DisbursementInput via KeyNavigator 15
8. Maintain Disbursement Input via KeyNavigator 18

©2017 KeyCorp. KeyBank is Member FDIC. 170725-263888 2



KeyBank c . Deposit Concentration User Guide

1. Introduction

Key's Deposit Concentration service aggregates deposit reporting for your multiple
locations and concentrates funds into one centralized account. Individual locations
make deposits into their local non-Key accounts and report the activity to Key via
either KeyNavigator or by phone. Verification codes and trace numbers are provided
for reference. Each night, Key collects all data that has been reported and moves
the funds to your Key account via ACH. The total deposits are then credited to the
concentration account at Key and any disbursement entries from the concentration
account are credited to the specified depository accounts.

You will access your Deposit Concentration tools online via KeyNavigator, our
advanced website. KeyNavigator allows you to specify and define additional data
fields that you would like you locations to report, such as sales date, number of units
sold, etc. Through KeyNavigator, you are able to customize your Deposit
Concentration reporting with the fields you specify. This additional required data can
also be added to the phone prompts.

Key's system provides daily reporting which contains all reporting locations with
deposit dates and amounts, as well as non-reporting location information.

2. Deposit and Disbursement Input Cut-off Times

In order to receive same-day credit for any deposits or disbursements, your locations
must report their data by 8:00 p.m. ET, Monday through Friday or 5:00 p.m. ET on
Sunday or Monday Holidays. Entries made after the stated time will be credited on
the following business day.

3. Deposit Concentration Reports

Report || Description

Reporting Locations Displays information regarding all locations that reported
deposits.

Non-Reporting Locations || Displays locations that did not report deposits.

Non-Reporting Displays locations that did not report disbursements.
Disbursement Locations

Inputs Summarized by Displays summary information regarding deposits and
Location disbursements. Information includes: location number and

name, division, deposit and disbursement amounts, and number
of deposits and disbursements.

Processed Inputs " Displays processed transactions by location

Deposit Information Displays deposit details by location. Utilize this report to view the
custom information collected..
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4. Deposit and Disbursement Entries via Phone

To Enter by Phone:

1.

2.

3.

Dial 1-800-876-6050 or 216-813-4200.
Enter your access code followed by the pound sign (#).
Enter your Key code followed by the pound sign (#).

Select 1 for Deposit Inputs (option is only available if you can create deposit and
disbursement entries).
a. To add a deposit, press 1.
i. Enter the deposit amount (in dollars and cents) followed by the pound sign
#.
ii. The amount you entered will be repeated for verification.
1. If the amount is correct, press 1.
2. If the amount is incorrect, press 2.
b. To change a pending deposit, press 2 (requires trace number).
c. To delete a pending deposit, press 3 (requires trace number).
d. To review a deposit, press 4 (requires trace number).

Select 2 for Disbursement Inputs (option is only available if you can create
deposit and disbursement entries).

To add a disbursement, press 1.

To change a pending disbursement, press 2 (requires trace number).
To delete a pending disbursement, press 3 (requires trace number).
To review a disbursement, press 4 (requires trace number).

oo
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5. Create Deposit Input via KeyNavigator

Users are able to create deposit inputs for a specific location. Deposit inputs pull
funds from a specified account at another bank to a concentration account at Key.
Users are set up with dollar limits for each deposit transaction.

To Input a Deposit:

1. Go to the Receivables section in KeyNavigator and select Deposit

Concentration.
KeyNavigator™ | KeyBank ©—=x % message Center | @ support | 4 Administration | (# Logout
Dashboard R{:FI_"I"II'I\_] & Research Fa‘,-a bles Receivables File Services Card Services E-FN::\',I:_!'IZ!:!‘] Services
I Deposit Concentration > I
Receivables
Lockbox >

Access receivables reports with integrated T-year imaging
lools 1o accelerale cash posting, Simpiify research
activities, and improve efficiency. Mobilize idie cash with
our easy to use reporting and cash consoligation service

2. Select Create Deposit Input in the Services section of the page.

KeyNavigator™ | KeyBankO-n 2% Message Center @ support | F Acministration | [® Logout

Dashboard Reporting & Research Payables Receivables Card Services Specialized Services

Deposit Concentration

Deposit Concentration Cutoff Times

3 I Monday - Friday SO0PMET
Sunday, Monday, Holidays 500 PMET
Maintain Deposit input >
Create Disbursement Input >
Maintain Disbursement Input >
Reports
Reponting Locations >
Non-Reporting Deposit Locations >
Non-Reponing Disbursement Locations >
Inputs Summarized by Location >
Processed Inputs >
Deposi Information >
Helpful Resources My Key Contacts -+ Keep Business Moving
%, Contact Us John Smith Payments Advi.. Apprave Wik or ACH payments, review Posiiive
@ Online Help Z16-XAX-XXXX
© Treasury Resources
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3. Depending on your set-up, you may be able to select the division and/or location
(steps 4 and 5) or these fields may be prefilled.

Deposit Concentration User Guide

4. Utilize the dropdown menu to select the appropriate division.
KeyNavigator™ | KeyBank <~

% Message Center @ support | b Administration | [# Logout

Dashboard Reporting & Research Payables Receivables File Services

Card Services Speclalized Services

Select Division/Location
I Al Divisions v fingr I Locations for Division: 01 - North
Division ID Division Name Location 1D Location Name
01 North 0004 Alientown, PA
01 North 0005 Syracuse, NY
o1 Nosth 0008 Ann Arbor, MI
01 North 0012 Dayton, OH

Please select from one of the 4 locations above to confinue

cancel

Helpful Resources My Key Contacts

& = Keep Business Moving
Ji /i Approve Wire or ACH payment eview Pasitive
L. Contact Us John Smith Payments Advi _ Appiive Wia o LA petymers
© Online Help 216-XEX-XHKX ) .
Leam More
€) Treasury Resources

5. Select the location for which the deposit is being created.
KeyNavigator™ | KeyBank O

% Message Center | @) support | LF Administration | (% Logout

Dashboard Reporting & Research Payables Receivables File Services

Card Services Specialized Services

Select Division/Location

Al Divisions v | fiter Locations for Division: 01 - North
Division 1D Division Name Location ID Location Name

" North 0004 ABgntown PA

01 North 0005 FIERT

0 North 0008 Ann Artor, M

01 North o012 Dayton, OH

Piease select from one of the 4 locations above o continue

cancel

Helpful Resources My Key Contacts -+ Keep Business Moving
t, ContactUs John Smith Payments Advi... Pprove . fpyeiaint; rovisi Positive
& Online Help 2980020000
€ Treasury Resources
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6. Enter the amount of the deposit.
KeyNavigator™ | KeyBankO'ﬂ 5% Message Center @ support | &F Administration | (% Logout

Dashboard Repoiting & Research Payables Receivables File Services Card Services Specialized Services

Create Deposit Input

Company: 0001 - Sparky Consolidated
Division: 01 - North

Additional Information
Sparkplugs Sold: |

saos 0ate; [ o 2 e <1

Helpful Resources My Key Contacts kS

f. Contactus John Smith Payments Advi...

# Online Help 216-KXX-XXXX

€ Treasury Resources

7. Input any additional information required based on your set-up.

KeyNavigator' | KeyﬂankOT B Message Center @ Support ﬁ Administration (% Logout

Dashboard Reporting & Research Payables Receivables File Services Card Services Specialized Services

Create Deposit Input

Company: 0001 - Sparky Consolidated
Division: 01 - Norn
Location: D004 - Aentown, PA (change divisionfiocation)

Amount: [7 20000

Additional Information
Sparkplugs Sold: |

Sales Date: | jan o |2 o | 20x ~|

o

L, ContactUs John Smith Payments Advi, ¥ | review Posilive

© Online Heip
€ Treasury Resources

216-XXX-XXXX

Helpful Resources My Key Contacts B E Keep Business Moving

Leam More »

8. Select Cancel to return to the Deposit Concentration main page, or select Next
to proceed with creating a deposit input.
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9. The Accept Deposit Input page will display. Review the information presented.
Select Cancel to return to the Deposit Concentration main page or select Edit to
make changes. Select Accept to proceed with your deposit input.

KeyBankO‘n‘ a Message Center @ Support a Administration = Logout

KeyNavigator™

Dashboard

Reporting & Research

Payabiles Receivables File Services Card Services Specialized Services

Accept Deposit Input

Company: 0001 - Sparky Consolidated

Diviston: 01 - Nonn
Location: D004 - Allantown, PA

Amount: §7,200.00

Additional Information
Sparkplugs Sold:
Sales Date:

I cancel edit

Helpful Resources

t. Contact Us
& Online Help

My Key Contacts
John Smith Payments Advi
216-XXX-HHKX

Keep Business Moving

Learn More »

+ E
10. You will receive a confirmation screen that displays not only the deposit input

information, but also the status of the transfer. Select Main Page to return or
Create Another Input to report additional deposits.

€ Treasury Resources

KeyNavigator™ | KeyBank &= @ support | &F Administration | ([ Logout

= Message Center

Dashboard

Reporting & Research

Payables Recevables Card Services

Speclalized Services

Deposit Input Confirmation

Company: 0001 - Sparky Consolidated
01 - North
0004 - Allentown, PA

§7.200.00

Division:
Location:
Amount:
Ned Spieiman
Jan 02, 20XX
246 PM EST
Ned Spiiman

Created By:
Creation Date:
Creation Time:

Edited By:
Edit Date: Jan 02, 20XX
EditTime; 2:46 PM EST
Trace Number: 213000025
Status: Pending
Additional Information
Sparkpiugs Soid; 473

Sales Date:

Helpful Resources My Key Contacts

. ContactUs John Smith Payments Advi...

& Online Help 218-XXX-XXXX

€ Treasury Resources
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6. Maintain Deposit Input via KeyNavigator

Deposit Inputs can be edited or deleted by utilizing the Maintain Deposit Input
function. To Edit or Delete a Deposit Input:

1. Go to the Receivables section in KeyNavigator and select Deposit
Concentration.

2. Select Maintain Deposit Input from the Deposit Concentration main page.

KeyNavigator™ | KeyBank &= ¥ Message Center | @ Support | £F Administration | (# Logout

Dashboard Reparting & Research Payables Receivables File Services Card Services Specialized Services

Deposit Concentration

Services Deposit Concentration Cutoff Times
Create Deposit Input 3 Monday - Friday 00 PMET
Sunday, Monday, Holidays 5:00 PM ET

I Maintain Deposit Input > I

Create Disbursement Input >

Maintain Disbursement Input >

Reports

Repoing Locations >

Nol >

Non-Reporting >

Inputs Summarized by Location >

Processed Inputs >

Deposi Information >
Helpful Resources My Key Contacts + Keep Business Moving
%, Contact Us John Smith Payments Advl.. Apprawve Wika.or ACH payments. review Posiiive
@ Online Help 216-XXX-XXXX e
) Treasury Resources kg

3. Depending on your set-up, you may be able to select the division and/or location
(steps 4 and 5) or these fields may be prefilled.
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4. Utilize the dropdown menu to select the appropriate division.

Deposit Concentration User Guide

KeyNavigator™ | KeyﬂankO'R % Message Center @ pport | o [ Logout

Dashboard Reporting & Research Fayables e = File Seqvices

Select Division/Location
I [ An Dtvisions ~ fiter I Locations for Division: 01 . North
Division ID Division Name Location ID Location Name
0 North 0004 L Pa
01 North 0005 Syracuse, NY
0 Neah 0008 Ann Arood, MI
01 Narh 0012 Dayton, OH

Please ssiact from one of the 4 locations above to continue.

cancel
Helpful Resources My Key Contacts + Keep Business Moving
t. Contact Us John Smith Payments Advi... C
& Online Help 216-)000-X00K
f_’ Treasury Resources
5. Select the location.
KeyNavigator™ | KeyBank 0= % Messagecenter | © support | £} Administration | (® Logout

Dashboard Reporting & Research Payables = File Services Card Services alized Services

Select Division/Location

["AN Civisiors w | fiter Locations for Division: 01 - North
Division 1D Division Name Location 10 Location Name

o1 North 0004 | Asentown PA

01 Morth 0005 TaCuse,

01 Nerth 0002 Ann Argor, MI

01 Morth 0012 Dayton. OH

Pizase select from one of the 4 locations above 10 continue.

cancel
Helpful Resources My Key Contacts -+ Keep Business Moving
%, ContactUs John Smith Payments Advi.. A A ACH
@ Online Help Z16-KMK-HAHX

€) Treasury Rescurces
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6. To Edit the Amount or Other Information for a Deposit:

KeyBank% 2% Message Center @ support | LF Administration | [® Logout

KeyNavigator™

Dashboard Reporting & Re: . Fayables Receivables File Services Card Services Specialized Ser

Maintain Deposit Input

Company: 0001 - Sparky Consolidated
Division: 01 - Noith
Location: 0004 - Allentown, PA ichange divisionfiocation)
System Date and Time: Jan 02, 20XX 245 PM EST

Edit Delete Amount  LastModified Date  Last Modified Time  Trace Number  Status
ot oot £,100.00 Jan 02, 20XX 2:46 PM EST 218000145 Penang
odit oot 3,600.00 Nov 23, 20XX% 246 PM EST 218000142 Pending

Helpful Resources My Key Contacts + Keep Business Moving
%. Contact Us John Smith Payments Advi... Apr r A
@ Online Help 216-XNN-XXAX

Leam More »

@ Treasury Resources

a. Select Edit.

b. From the Edit Deposit Input screen you can change the amount and/or
change the additional information that was entered.

I(eyNavigator' | KeyBankO'!r ! Message Center @ PP ¢ Admini i E‘ Logout

Dashboard Reporting & Research Payables Receivables File Setvices Card Services Specialized Services

Edit Deposit Input

Company: 0001 - Sparky Consolidated
Division: 01 - Korth

Location; 0004 - Allientgwn, PA

Created By: Med Spiaiman
Creation Date: Jan 02, 200X
Creation Time: 246 PM EST

Trace Number: 218000145
Status: Fending

Additional Information
Sparkplugs Soid: | 475

Salos Gate: i.c'_an Sz Gilmes v

cancel main page

%, Contact Us John Smith Payments Advi...
21820020000

@ Online Help

[ oot ]
Helpful Resources My Key Contacts + E Keep Business Moving

€ Treasury Resources
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c. Select Cancel to return to the Maintain Deposit Input screen; select Main
Page to return to the Deposit Concentration main page; or select Next to
proceed with making changes to the deposit input.

d. Review the information. Select Cancel to return to the Deposit Concentration
main page; select Edit to make additional changes, or select Accept to
proceed with making the changes to the deposit input information.

KeyNavigator' | KeyBankGT z Message Center @ Support Q Administration [ Logout

Dashboard Reporiing & Research Payables Receivables File Services Card Services Specialized Services

Accept Deposit Edit

Company: 0001 - Sparky Consofdated
Division: 01 - Morth
Location: 0004 - Allentown, PA
Amount: 5210000
Created By: Ned Spielman
Creation Date: Jan 02, 200X
Creation Time: 2:45 PM EST
Trace Number: 218000145
Status: PFending
Additional Information
Sparkplugs Soid: 472
Sales Date: Jan 02, 20X

| e o |
Helpful Resources My Key Contacts + Keep Business Moving
t. ContactUs John Smith Payments Advi... Bipprecrom Wi oe ACH popmanes, s
& oniine Help 216-XXX-XXXX
€ Treasury Resources

e. You will receive a confirmation screen. Select Main Page to return to the
Deposit Concentration main page or select Maintain Another Input to
change or delete another deposit.

©2017 KeyCorp. KeyBank is Member FDIC. 170725-263888 12



KeyBank c . Deposit Concentration User Guide

KeyNavigator” | KayBankOT 5% Message Center @ support | &k Administration | (% Logout

Dashboard Reporting & Research File Services Card Services Specialized Services

Edit Deposit Input Confirmation

Company: 0001 - Sparky Consolicated
Division: 01 - North
Location: 0004 - Allentown, PA
Amount: 5810000
Created By: Ned Spielman
Creation Date; Jan 02, 20%X
Creation Time: 246 PM EST
Edited By: Bob Mallaky
Edit Date: Jan 02, 20XX
Edit Time: 245 PM EST
Trace Number: 218000145
Status: Pending
Additional Information
Sparkplugs Sold: 473
Sales Date: Jan 02, 20X

Helpful Resources My Key Contacts
&, Contact Us John Smith Payments Advi P
- —— 216-XXX-XXXX T
€) Treasury Resources s
5. To Delete a Deposit Input:
a. Select Delete from the Maintain Deposit Input screen.
KeyNavigator™ | KeyBanI(O'ﬂ' ¥ MessageCenter | (@ Support | £} Administration | (# Logout

Dashboard Reporting & C Payables Receivables Flle Services

Maintain Deposit Input

Company: 0001 - Sparky Consolidated
Division: 01 - Nosth
Location: D004 - Allentown, PA (chan ivision
System Date and Time: Jan 02, 20XX 2:45 PM EST

Edit Delete Amount  Last Modified Date  Last Modified Time  Trace Number  Status
ot ot ,100.00 Jan 02, 20XX 245 PMEST 218000145 Pending
P prerern 3,600.00 Nov 23, 200X 246 PMEST 218000182 Pending

Helpful Resources My Key Contacts + Keep Business Moving

. ContactUs John Smith Payments Advi.. "
216-XXX-XXXX

 Opiine Help Learn More »

€ Treasury Resources

b. Review the information provided regarding the selected deposit input.
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c. Select Cancel to return to the Maintain Deposit Input screen; or select Delete
to proceed with deleting the deposit input.

Deposit Concentration User Guide

KeyNavigator™ | KeyBankO-rr % Message Center @ Support | £F administration | [ Logout

Dashboard Reponting & Research FPayabies Receivables File Services Card Services Specialized Services

Delete Deposit Input

it has hean salechsd for delation

Company: 0001 - Sparky Consolidated
Division: 01 - Nortn
Location: 0004 - Allentown, PA
Amount:  55,100.00
Additional Information
Sparkplugs Sold: 478
Sales Date: Jan 02, 20XX

Helpful Resources My Key Contacts + Keep Business Moving
. ContactUs John Smith Payments Advi... :_':i: ove Vi ' review Fostnve
@ Online Help 216-XXX-XXXX :

€) Treasury Resources

d. You will receive a confirmation screen. Select Main Page to return to the
Deposit Concentration main page or select Maintain Another Input to
change or delete another deposit input.

KeyNavigator” | KeyBankQ-n % Message Center @ support | &b Administration | (® Logout

Dashboard Reporting & Research Payables Receivables File Services Card Services Specialized Services

Delete Deposit Confirmation

Company: 0001 - Sparky Consoidated
Division: 01 - North
Location: (D04 - Allentown, PA
Amount: $8,100.00
Created By: Ned Spieiman
Creation Date: Jan 02, 2000
Creation Time: 2:48 PM EST
Edited By: Sob Mallaky
Edit Date: Jan 02, 2000¢
Edit Time: 2:48 PM EST
Trace Number: 218000035
Status: Oeleted
Additional Information
Sparkplugs Sold: 478
Sales Date: Jan D2, 20XX

Helpful Resources My Key Contacts + Keep Business Moving
., ContactUs John Smith Payments Advl.. Approve Wire ar AC! nt
5 Online Help 216-X00(-)00XX

Leamn More »

€Y Treasury Resources

NOTE: Users can enter, edit or delete information until 8:00 p.m. ET. At that time,
the information is sent to ACH for processing.
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7. Create Disbursement Input via KeyNavigator

The Disbursement Input function within the Deposit Concentration module enables
users to create disbursement inputs to move funds from an account at Key to a
specified account at another bank. Users are set up with dollar limits for each
deposit transaction.

To Create aDisbursement Input:

1. Go to the Receivables section in KeyNavigator and select Deposit
Concentration.

2. Select Create Disbursement Input.

KeyNavigator™ | KeyBank ©-x % Message Center | @ support | LF Acministration | [ Logout

Dashboard Reporting & Research Payables Receivables File Services Card Services Specialized Services

Deposit Concentration
Services Deposit Concentration Cutoff Times

3 Monday - Friday S00PMET

Sunday, Monday, Holidays SO0PMET
Mair >
I Create Disbursement Input > I
Maintain Disbursement Input >
Reports
Reponing Locations >
Deposi Locations >
Non-Reporting Disbursement Locations >
by Location >
>
>
Helpful Resources My Key Contacts -+ Keep Business Moving
%, Contact Us John Smith Payments Advi Apprave Wiko.or ACH payments, review Posiiive
© Online Help 216-XXX-XXXX
© Treasury Resources

3. Depending on your set-up, you may be able to select the division and/or location
(steps 4 and 5) or these fields may be prefilled.
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4. Utilize the dropdown menu to select the appropriate division.

KeyNavigator™ | KeyBank 0= ¥ MessageCenter | @ support | &} Administraon | [ Logout

Dashboard Reporting & Research Payables

ized Services

Select Division/Location
I [ Al Divisions filter I Locations for Division: 01 - North
Division ID Division Name Location ID Location Name
o1 North D004 Aentown, PA
o1 Nerih (v Syracuse, NY
o1 Nerth 0008 Ann Arbor, M1
01 North 0012 Dayton, OH

Please seiect from one of ihe 4 lodations above 10 continue.

Helpful Resources My Key Contacts -+ Keep Business Moving
%, Contact Us John Smith Payments Advi... ACH | L
© Online Help 216-XKX-XXKX Leam More ¥
) Treasury Resources ik
5. Select the location for which the deposit is being created.
KeyNavigator™ | KeyBankO'R % Message Center | @) Support | £F Administration | (# Logout

Dashboard Reporting & Research Payables = File Semvices Card Services Specialized Semvices

Select Division/Location

All Divisions fiiter Locations for Division: 01 - North
Division 1D Division Name Location ID Location Name
" North 0004 Algnlown PA
(3] North 0005 yracUuse,
m Norh 0008 Ann Aroorn, M
01 North o012 Dayten, OH

Please select from gne of the 4 locations above to continue.

cancel

Helpful Resources My Key Contacts + Keep Business Moving
L. Contact Us John Smith Payments Advi... A Wira or

& Online Help 21830000000

€) Treasury Resources
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6. Enter the amount of the disbursement.
KeyNavigator™ | KeyBankO‘K = Message Center @ support | £ Administration | (® Logout

Dashboard Repoiting & Research Payables Receivables File Services Card Services Specialized Services

Create Disbursement Input

Company: D001 - Sparky Consolidated

Division: 01 - North

Location: D004 - Allentown, PA (change divisionflocation)
Amount: (720000 i

Helpful Resources My Key Contacts + Keep Business Moving

. ContactUs John Smith Payments Advi... A pron . WWire pay view Positive
& oni , 218X XHAX '

& Online Help ettt s

€) Treasury Resources

7. Select Cancel to return to the Deposit Concentration main page or select Next to
proceed with creating a disbursement.

8. The Accept Disbursement Input screen will appear; review the information
presented. Select Cancel to return to the Deposit Concentration main page.
Select Edit to return to the previous screen to make changes to the amount, or

select Accept to proceed with the disbursement input.

Keyﬂavigator' | KeyBankOT % Message Center @ Support ﬁ Administration [ Logout

Dashboard Reporting & Research Payables Receivables File Services Card Services Specialized Services

Accept Disbursement Input

Company: 0001 - Sparky Consolidated
Division: 01 - Nodh

Location: D004 - Allentown, PA
Amount: 720000

= =n |

%. Contact Us John Smith Payments Advi...

216-XXK-XKXX .
Learn Maore >

& Online Help

R Trassir: Daceireas

Helpful Resources My Key Contacts + E Keep Business Moving

©2017 KeyCorp. KeyBank is Member FDIC. 170725-263888 17
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9. You will receive a confirmation screen that displays the disbursement input
information as well as the status of the transfer. Select Main Page to return to
the Deposit Concentration main page or select Create Another Input to create

another disbursement input to transfer funds.

KeyNaVigalor' | KeyBank 01 ! Message Center @ Support Q Administration (% Logout

Dashboard Reporting & Research Payabies Receivables File Services Card Services Specialized Services

Input Disbursement Confirmation

Company: 0001 - Sparky Consobtaled
Division: 01 - North
Location: 0004 -Allentown, PA
Amount: 5720000
Created By: Ned Spieiman
Creation Date: Jan 02, 20XX
Creation Time: 2:45 PM EST
Edited By: Ned Spieiman
Edit Date: Jan 02, 2000
Edit Time: 2:46 PM EST
Trace Number: 218100025
Status: Pending

Helpful Resources My Key Contacts
L. Contact Us John Smith Payments Advi..
@ Online Heip 216-XXX-XXXNX

€3 Treasury Resources

©2017 KeyCorp. KeyBank is Member FDIC. 170725-263888 18
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8. Maintain Disbursement Input via KeyNavigator

Disbursement Inputs can be edited or deleted by utilizing the Maintain
Disbursement Input function.

To Edit or Delete aDisbursement Input:

1. Go to the Receivables section in KeyNavigator and select Deposit
Concentration.

2. Select Maintain Disbursement Input from the Deposit Concentration main

KeyNavigator” | KeyBank O=x % Message Center | @ support | L} Administration | [ Logout
Dashboard Repoiting & Research Payables Receivables File Services Card Services Specialized Services
Deposit Concentration
Services Deposit Concentration Cutoff Times
Create Deposit input 5 Monday - Friday 200 PMET
Sunday, Monday, Holidays 500 PM ET
Maintain Deposit input >
Create Disbursemen! Input >
I Maintain Disbursement Input > I
Reports
Reporing Locations >
>
>
>
Processed Inputs >
Deposit Information >
Helpful Resources My Key Contacts + Keep Business Moving
. Contact Us John Smith Payments Advi Approve Wike o ACH payments; review Fasiive
& Online Help 216-KXX-KKXK
2 am More >
@ Treasury Resources

3. Depending on your set-up, you may be able to select the division and/or location
(steps 4 and 5) or these fields may be prefilled.

©2017 KeyCorp. KeyBank is Member FDIC. 170725-263888 19



KeyBank O—=x.

Deposit Concentration User Guide

4. Utilize the dropdown menu to select the appropriate division.

KeyNavigator™ | KeyBank 0= ¥ MessageCenter | @ support | &} Administraon | [ Logout

Dashboard Reporting & Research Payables

ized Services

Select Division/Location
I [ Al Divisions filter I Locations for Division: 01 - North
Division ID Division Name Location ID Location Name
o1 North D004 Aentown, PA
o1 Nerih (v Syracuse, NY
o1 Nerth 0008 Ann Arbor, M1
01 North 0012 Dayton, OH

Please seiect from one of ihe 4 lodations above 10 continue.

cancel
Helpful Resources My Key Contacts b Keep Business Moving
t, Contact Us John Smith Payments Advi... ACH ¢ :
© Online Help il Leamn More »
) Treasury Resources
5. Select the location.
KeyNavigator™ | KeyBank O % Message Center | @) Support | F Administration | (3 Logout

Dashboard Reporting & Research Payables = File Semvices Card Services Specialized Semvices

Select Division/Location

All Divisions fiiter Locations for Division: 01 - North
Division 1D Division Name Location ID Location Name
" North 0004 Algnlown PA
(3] North 0005 yracUuse,
m Norh 0008 Ann Aroorn, M
01 North o012 Dayten, OH

Please select from gne of the 4 locations above to continue.

cancel

Helpful Resources My Key Contacts + Keep Business Moving
L. Contact Us John Smith Payments Advi... A Wira or

& Online Help 21830000000

€) Treasury Resources
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6. To edit the amount or other information for a deposit:

a. Select Edit.

KeyNavigator™ | KeyBank O-x % Message Center | @ support | &} Administration | (% Logout

Dashboard Reporting & Research Payabiles es Card Services Specialized S

Maintain Disbursement Input

Company: 0001 - Sparky Conzolidated
Division: 01 - Nosth
Location: 0004 - Allentown, PA (ghange dwisionfiacation)
System Date and Time: Jan 02, 2000 2:46 PM EST

Edit Delete Amount LastModified Date  Last Modified Time  Trace Number  Status
deiete 10000 Nov 23, 20%X 246 PM EST E120XN145  Pending
SR Ty 3,600.00| Now 23, 20%X 248 PM EST 5120XX142  Pending

Helpful Resources My Key Contacts + Keep Business Moving

t, ContactUs John Smith Payments Advi... e Wire or ACH 15, 1
Pay

@ oOnline Help 216-KXX-XXXX

Leam More »
) Treasury Resources

b. From the Edit Disbursement Input screen you can change the amount that
was entered.

KeyNavigator~ | KeyBank L 2% Message Center @ support | ¥ administration | (# Logout

Dashboard earc Payables £ es £S =3 - EIViCes Specialized Senvices

Edit Disbursement Input

Company: 0001 - Sparky Consoldated
Division: 01 - North

Amount: (3100 00

Created By: Ned Spsiman
Creation Date: Jan 02, 20000
Creation Time: 248 PMEST
Trace Number: 5120000145

Status: Panding

Helpful Resources My Key Contacts B
t. Contact Us John Smith Payments Advi... it
© Online Help 298-)0C-XXXX

€) Treasury Resources

©2017 KeyCorp. KeyBank is Member FDIC. 170725-263888 21
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c. Select Cancel to return to the Maintain Disbursement Input screen; select
Main Page to return to the Deposit Concentration main page; or select Next
to proceed with making changes to the disbursement input.

KeyNavigator~ | KeyBank o 2% Message Center @ support | ¥ Administration | (# Logout

Dashboard Reporting & Research Payables Receivabies File Services Card Services Specialized Services

Edit Disbursement Input

Company: 0001 - Sparky Consobdated
Division: 01 - Norn
Location: D004 - Allantown, PA
Amount: [ 310000
Created By: Ned Spieiman
Creation Date: Jan 02, 20X%
Creation Time: 246 PMEST
Trace Number: S120Xx145
Status: Fending

= == |
[

Helpful Resources My Key Contacts + Keep Business Moving
{. Contact Us John Smith Payments Advi... FPDEVe Trie OF ICE] pRimaS,
@ Online Heip 216-XXX-XXXX AT

€ Treasury Resources

d. The Accept Disbursement Edit screen will appear, review the information.
Select Cancel to return to the Deposit Concentration main page; select Edit
to return to the previous screen to make additional changes; or select Accept

to proceed with making the changes to the disbursement input information.

KeyNavigator™ | KEYB&!"IKO-H B Message Center @ support &} Administration | (# Logout

Dashboard Reporting & Research Payables File Services Card Services Specialized Services

Accept Disbursement Edit

Company: 0001 - Sparky Consobidated
Division: D1 - Nerin
Location: D004 - Allientown, PA
Amount: $2,100.00
Created By: Ned Spiiman
Creation Date: Jan 02, 20XX
Creation Time: 245 PM EST
Trace Number: 5120000145
Status: Pending

Helpful Resources My Key Contacts =i | Keep Business Moving
%, ContactUs John Smith Payments Advi... SAPPEOE NERR 00 et PREETIRONY. Toviees - e
& Online Help 216-XXX-XAXX A
Leam More
€ Treasury Resources
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e. You will receive a confirmation screen. Select Main Page to return to the
Deposit Concentration main page or select Maintain Another Input to
change or delete another disbursement input.

KeyNavigator~ l KeyBank o= = Message Center @ support | &b Administration = ([ Logout

Dashboard Reporting & Research Payables Receivables File Services

Card Services Specialized Services

Edit Disbursement Input Confirmation

Company: D301 - Sparky Consolbdated
Division: 01 - North
Location: 0004 - Allentown, PA
Amount: 33,100.00
Created By: Ned Spieiman
Creation Date: Jan (2, 200X
Creation Time: 245 PM EST
Edited By: Sob Mailaky
Edit Date: Jan 02 2000(
Edit Time: 245 PM EST
Trace Number: S12000¢145
Status: Pending

main page I maintain another inout I

Helpful Resources My Key Contacts + '__- Keep Business Moving
%, Contact Us John Smith Payments Advi.. Appr A ¢ ACH !
@ Oniine Help 216-XXX-XXXX i G-
€) Treasury Resources Leam Maore
7. To delete a disbursement input:
a. Select Delete from the Maintain Disbursement Input screen.
KeyNavigator™ I KeyBankO'n‘ % Message Center | @ Support | &} Administration | (% Logout

Dashboard Reporting & Research Payables Receivables File Services Card Services Specialized Services

Maintain Disbursement Input

Company: 0001 - Sparky Consosdated
Division: 01 - Norin
Location: 0004 - Allentown, PA (change dwisioniot ation)
System Date and Time: Jan 02, 20X 2:48 PM EST

Edit Delate Amount  Last Modified Date  Last Modified Time  Trace Number  Status
ot 2,100.00 Nov 23, 20XX 245 PM EST E120000145 Pending
ot prervey 3,600.00 Now 23, 20XX 2:48 PM EST 5120XX142  Pending

Helpful Resources My Key Contacts + Keep Business Moving

%, Contact Us John Smith Payments Advi... Apprave ACH payments, raview Posit
¥ tams, of just check balance

@ Online Help 216-XXX-XXXX A

" Learn More

€ Treasury Resources

b. Review the information provided regarding the selected disbursement input.
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c. Select Cancel to return to the Maintain Disbursement Input screen or select
Delete to proceed with deleting the disbursement input.

KeyNavigator™ | KeyBankOT 2= Message Center @ Support | £¥ aoministration | (% Logout

Dashboard Reporting & Research Payables Recevabies File Services Card Services Specialized Services

Delete Disbursement Input

Company: 0001 - Sparky Consolidated
Division: 01 - Nortn

Location: D004 - Asentown, PA
Amount: 5810000

Helpful Resources My Key Contacts - Keep Business Moving

%, Contact Us John Smith Payments Advi. Approve .=- yments, review Posiive
@ Online Help 218-2000-XXXX

€) Treasury Resources

d. You will receive a confirmation screen. Select Main Page to return to the
Deposit Concentration main page or select Maintain Another Input to
change or delete another disbursement input.

KeyNavigator™ | KeyBankG'n B Message Center @ support | LF Administration | [# Logout

Dashboand Reponting & Research Fayables Receivables e Services Card Services Specialized Services

Delete Disbursement Confirmation

Company: D001 - Sparky Consolidated
Division: 01 - Norh
Location: (04 - Allentown, Pa
Amgunt: $5100.00
Created By: Ned Speiman
Creation Date: Jan 02, 2000
Creation Time: 246 PM EST
Edited By: Ned Spesiman
Edit Date: .Jan 02, 20XX
Edit Time: 2:48 PMEST
Trace Number; 5120000145

Status: Dedetec
Helpful Resources My Key Contacts =
. Contact Us John Smith Payments Advi... g0t/
@ Online Help 2162000 X0 g
o am More
€ Treasury Resources

NOTE: Users can enter, edit or delete information until 8:00 p.m. ET. At that time,
the information is sent to ACH for processing.
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