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Service Center
Overview

We’ve merged our Company Administration and Service Request tools into one centralized module. So
whether you prefer the convenience and control of Company Administration or to seek assistance from our
experienced support team, the Service Center has you covered.

Layout & Navigation

To access Service Center, login to KeyNavigator and find the Service Center option in the top right-hand
corner next to My Profile.

{g} Service Center @ My Profile Sign Off

Company Administration

Service Requests

Select Company Administration to

e Manage user access and preferences
e Set account limits, transaction authorizations, and more!

Select Service Requests to

e  Submit requests for assistance or research from KeyBank
¢ Obtain end-to-end visibility into status of pending requests

2. Company Administration
Overview

Company Administration gives Administrator users the power to control KeyNavigator user access, account
set-up and system permissions.

Users authorized to act as Administrators for their company can utilize tools in the Company Administration
sections of the Service Center to manage KeyNavigator access for other users.

KeyNavigator® | KeyBank C—x @ sencecener (@ MyProfie  Sgnof
board Service Center
Service Center ACME WIDGETS INC | Common Services Profile: ACME WIDGETS INC (DEMOBETTY) e
| Company Users
Company Accounts
A Administration Users
Company Services
Gompany Reports v KeyNavigator Users
Company Profile T 5 tems found
ftems. To Approve First Name Last Name User KeyNavigator ID User Last Logon (ET) MBL Web MBL App Action
Service Requests DEMO USER 1 DEMOBETTY 04/03/2023 08:45 AM [] (]
DEMO USER 2 Z1ACMECE D4/01/2023 04:10 PM
DEMO LJSER 3 Z1ACMECP
DEMO USER 4 SIMPSJM1 04/14/2023 01:13 PM ] (]
DEMO USER 5 SMITHJT1 04/04/2023 09:32 AM L]
Helpful Resources My Key Contacts +
L, contactus Key Relationship Manager
@ Online Help 555-123-4567
myRmikeybank.com

©2024 KeyCorp. KeyBank is Member FDIC. CFMA 240411-2546579 3



KeyNavigator® | KeyBank ©—x _ _
Service Center User Guide

Products Available for Administration in Service Center

User and account access to the services below can be updated in Company Administration:

e Reporting & Research e Payables
o Image Research Center o ACH Module
o Information Reporting o Wires Module
o Key Equipment Finance o Book Transfer Module
e Mobile Web & Mobile App o Account Reconcilement Services

e Card Services (ARP / Check Issue Maintenance)

o Key2Benefits Fraud Services
o Key2Payroll (Positive Pay / Payment Protection)

o Transaction Services

O

e Receivables
o Lockbox
o Key Capture

Company Users Tab

View active users, add new users, modify user access. Select the Company Users Tab along the left menu.

KeyNavigator® | KeyBank &= 8 SeniceCenter (@) My Profile Sign Off

Service Center ACME WIDGETS INC | Common Services Profile: ACME WIDGETS INC (DEMOBETTY) °

| x| | Gompany Users

Company Accounts
A Administration Users
Company Services

Company Reperts v KeyNavigator Users

Company Prafile v 5 items found "
ftoms To Approve FirstName  Last Name User KeyMavigator ID User Last Logon (ET) MBLWeb  MBLApp Action
Service Requests DEMO USER 1 DEMOBETTY 04032023 08:45 AM ° e

DEMO USER 2 21ACMEDS 04012023 04:10 P

DEMO USER 3 FRamEen

DEMO USER 4 SIMPSJM1 04142023 1113 PM L] L]
DEMO USER S SMITHIT? 040472021 05:32 AM L]

Helpful Resources. My Key Contacts 4

%, contactus Koy Relationship Manager

& Online Help 5551234567

myRmkeybank.com

Administration Users

To give customers flexibility and control, Service Center access can be customized per user. The
Administration Users list in the Company Users tab helps monitor and manage users with access to do
tasks in Company Administration in the Service Center.

There are three categories of Service Center access (Administrator, Approver, View Only) which are
available for our three most utilized applications (Platform, Common Services, Key Capture).

Service Center users can have any combination of access.

~ Administration Users

T 3 items found Bi

Usar Platform  Platform  Platform  Common Common Common Key
First B Role Raole Rale Services Services Services Capture N

Last Name KeyMNavigator Action
Name D Adrmin Approver Wiew & Adrrin Approves View & Admin
Repofting Repaorting
§ DEMOBETTY < ] (] L] [} (] -]
DEMO USER 1
- SIMPSIM

DEMO  USER2 @ @

SMITHJT1 L] -] -] [ L]

DEMO  USER 3
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Company Administration — Roles & Definitions

Platform

Administrator

Approver

View Only

This access allows the user to add,
modify, remove user profiles, user
passwords, access to KeyNavigator
desktop, access to KeyNavigator
mobile, and access to Service Center
Platform Administration roles.

Companies may require approval
when Platform Administrators add
new users, modify mobile access,
or reset passwords. These users
can authorize or reject these edits.

Users can access Service Center
to view service set-up and access
as well as activity and maintenance
history for Platform functions.

Administrator

Common Services

Approver

View Only

This access allows the user to add,
modify, remove user access to Book
Transfers, Wires, Account
Reconcilement Services (ARP/Check
Issue Maintenance), Fraud Services
(Positive Pay/Payment Protection),
Transaction Services (Stop Payment),
Image Research Center, Information
Reporting, Lockbox, and Service
Center for Common Services
Administration.

Companies may require approval
when Common Services
Administrators modify user access
to Wires, or Account Management
services. These users can
authorize or reject these edits.

Users can access Service Center
to view service set-up and access
as well as activity and maintenance
history for Common Services
functions.

Administrator

ACH
Administrator

Capture Administration.

Users can add, modify, remove user access to
Key Capture for remove deposit and Key

Users can add, modify, remove user access
to the ACH module.

Add Company Administration User Access

When adding a new KeyNavigator user, Platform Administrators can easily select the appropriate Company
Administration access during the Add User process. After the user’s initial set-up is complete,
Administrators can edit a user’s Service Center access from the Administration Users list.

v Administration Users
T Clear 3 items found ‘ B Export |
User Platform  Platform  Platform Common Common Common Key
First : Role Role Role Services Services Services Capture :
Last Name KeyNavigator Action
Name D Admin Approver View & Admin Approver View & Admin
Reporting Reporting
DEMOBETTY (V] © V] V] o e ]
DEMO USER 1
SIMPSJM1 Edit
DEMO  USER2 ® ® _Edt |
SMITHJT1 Edit
DEMO  USER3 e e e = ® e
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To give an existing KeyNavigator user access to Service Center for Company Administration for the first time,
Administrators must enroll the user in the appropriate Service Center role(s) by following the instructions below.

Add Platform Administration Access to an Existing User

Only users with the Platform Administrator role can grant Platform Administration access. To do so, a

Platform Administrator should:

1. Select the user’s last name from the KeyNavigator Users list on the Company Users tab

v KeyNavigator Users

T Clear | 5items found

First Name Last Name User KeyNavigator ID User Last Logon (ET)
DEMO USER1 DEMOBETTY 04/03/2023 08:45 AM
DEMO | USER 2 21ACMEOB 04/01/2023 04:10 PM
DEMO  USER 3 21ACMECP

DEMO USER 4 SIMPSJM1 04/14/2023 01:13 PM
DEMO USER5 SMITHJT1 04/04/2023 09:32 AM

‘ Bi Export ‘
MBL Web MBL App Action
[ (]
| Remove |
] ]
(]

2. On the User Detail page, navigate to the User Profile in the top left

3. Click Edit KeyNavigator User

Service Center ACME WIDGETS INC
Company Users

DEMO USER User Detail

User Services v User Profile

User Profile User Start Date

Company Accounts

Common Services Profile: ACME WIDGETS INC (DEMOBETTY)

DEMO USER

User End Date

ACME WIDGETS INC

| Edit KeyNavigator User

User Status

4. Check the appropriate Platform Administration role(s) for the user: Administrator, Approver,

View-Only

Click Save

The user will now be listed
Under Administration Users
in the Company Users tab of

the Service Center.

Edit KeyNavigator User

User Information

DEMO

Frimary Phone Number

Professional Tile (optional

User Access

Administrator Access

Approver Access

First Name Middle Name (optionsl

Number Frimary Emai Address

LastName

USER

Demo.user@key.com

User Keyhauigator ID User Status
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Add Common Services Administration Access to an Existing User

Only users with the Common Services Administrator role can grant Common Services Administration
access. To do so, a Common Services Administrator must:

1. Select the user’s last name from the KeyNavigator Users list on the Company Users tab

v KeyNavigator Users

T ) 5 items found

First Name Last Name User KeyNavigator ID
DEMO _USER1 DEMOBETTY
DEMO | USER 2 21ACMEOB

DEMO USER3 21ACMECP

DEMO USER4 SIMPSJM1

DEMO USERS SMITHJTA

User Last Logon (ET)
04/03/2023 08:45 AM

04/01/2023 04:10 PM

04/14/2023 01:13 PM

04/04/2023 09:32 AM

MBL Web MBL App Action
< o
© /)
]

2. The user must have at least one active Common Service (Information Reporting, Wires, Book
Transfer, etc.) before adding Administration Access.

3. Once the user has at least one active Common Service, navigate to the User Profile section, and

click the Edit KeyNavigator User button.

Service Center ACME WIDGETS INC

Company Users

Common Services Profile: ACME WIDGETS INC (DEMOBETTY) | Online Help @ |

BENO UStR User Detail DEMO USER ACME WIDGETS INC
User Services “ User Profile
User Start Date User End Date User Status
Company Accounts 03222021 Active
Company Services
Professional Title User MDM ID
Company Reports Doctor ASKE45H1275E98
Company Profile
4. Check the appropriate Common Services Edit KeyNavigator User
. . User Inf 1
Administration role(s) for the user: e e ——
DEMO USER

Administrator, Approver,
View-Only

5. Click Save
The user will now be listed under
Administration Users in the
Company Users tab of the Service

Center.

Primary Phone Number INTL Number

User Access

Administrator Access

Approver Access

Primary Email Address

Demo.User@kev.com

User KeyNsvigator ID

User Status
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Add Key Capture Administration Access to an Existing User

Only users with the Key Capture Administrator role can grant Key Capture Administration access. To do so,
a Key Capture Administrator should:

1. Select the user’s last name from the KeyNavigator Users list on the Company Users tab

v KeyNavigator Users

T 5 items found B Ex
First Name Last Name User KeyNavigator ID User Last Logon (ET) MBL Web MBL App Action
DEMO USER 1 DEMOBETTY 04/03/2023 08:45 AM (] ]

DEMO | USER 2 21ACMEOB 04/01/2023 04:10 PM

DEMO USER3 21ACMECP

DEMO @ SIMPSJM1 04/14/2023 01:13 PM (/] ]

DEMO USERS5 SMITHJT 04/04/2023 09:32 AM ]

2. On the User Detail page, navigate to the User Services section

3. Under Receivables, select Key Capture

Service Center ACME WIDGETS INC | Common Services Profile: ACME WIDGETS INC (DEMOBETTY) | onine e @ |
Company Users .
User Detail DEMO USER ACME WIDGETS INC
DEMO USER
User Profile
—Reporting & Research
Company Accounts
Image Research Center Not Enrolled @ >
Company Services
Information Reporting Not Enrolled @ >
Company Reperts
—Payables
Company Profile
Account Reconcilement NotEnrolled @ >
Items To Approve
ACH NotEnrolled @ >
Service Requests
ACH Direct NotEnrolled @ >
Book Transfer NotEnrolled @ >
Fraud Services Not Enrolled @ >
Loan Management Not Enrolled @ >
Transaction Services NotEnrolled @ >
Wires NotEnrolled @ >
—Receivables
Deposit Concentration Not Enrolled @ >
NotEnrolled @ >
Lockbox Not Enrolled @ >

4. Check Key Capture and click Save

Add Key Capture for this user.

Receivables

[ Key Capture

(i) select checkbox and click Save to grant access to Key Capture
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5. Under Select/Modify User Role(s) select Key Capture Admin

Enroll Key Capture User ACME WIDGETS SUPPLY - demobetty

Company User Select Key Capture User To Copy (optional)
Generic User - 20GENERO1 None

- =

Select/Modify User's Account/Location Access
(O Access to all existing and future added accounts and locations
@ Access to a selection of existing accounts and locations

T Clear | | Al

Select/Modify User Role(s) SelectModify Reporting Access

u = All reporis are available v
] Depositor "

Key Capture Administrator

~ | 4items found
Select/Modify Mobile Deposit Access

| Westlake

500001259

Operating Account

undefined

O Mobile Deposit Location Account Number Account Description Alternate Description Mobile
(H) Parma 50000123456 Operating Account undefined
O Solon 50000222222 Acme Receivables undefined
[ Brooklyn 50003256981 Remote Deposit #20 undefined

6. Click Submit

7. The user will now be listed under Administration Users in the Company Users tab of the Service
Center.

Modify Company Administration Access

1. Users with access to Service Center for Company Administration are listed under Administration
Users in the Company Users tab of the Service Center. Administrators can edit Company
Administration access by clicking Edit in the last column of this table.

Vv Administration Users
T Clear 3 items found ‘ Bi Expor
User Platform  Platform  Platform Common Common Common Key
First A Role Role Role Services Services Services Capture A
Last Name KeyNavigator ction
Name D Admin Approver View & Admin Approver View & Admin
Reporting Reporting
DEMOBETTY (V] o o (] ] (] o
DEMO USER 1
SIMPSJM1 E
DEMO  USER2 @ @ |
SMITHJT1 (] () () o @ | E
DEMO USER 3 E—

2. Remember, Service Center Administrators can only grant access to the applications they are entitled
to manage.

3. If you do not see the Platform, Common Services, and/or Key Capture options, be sure to verify you
have the proper access to modify and the user you are editing is enrolled in the application. If the
user is not enrolled in the application, you must follow the Add Company Administration User Access
instruction listed above.
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KeyNavigator Users

The KeyNavigator Users list includes all active KeyNavigator user profiles and summary level information
like User ID, date of last logon, and mobile access.

Users are sorted in alphabetical order by last name. The list can be re-sorted by First Name, User ID, or
Last Logon in ascending or descending order by clicking the list headers. Users can also be filtered as well.

The

icon will display next to a user’s last name when they are pending secondary authorization. This
will only occur for companies that require secondary authorization.

Y

DEMO
DEMO
DEMO
DEMO
DEMO

First Name

Last Name

USER 1
USER 2
USER 3
USER 4
USER 5

v KeyNavigator Users

Clear 5 items found
User KeyNavigator ID User Last Logon (ET) MBL Web
DEMOBETTY 04/03/2023 08:45 AM (]
21ACMEOB 04/01/2023 04:10 PM
21ACMECP
SIMPSJM1 04/14/2023 01:13 PM (]
SMITHJT1 04/04/2023 09:32 AM

| Bi Export ‘

MBL App Action

o

‘ Remove ‘
(] | Remove |
(] | Remove |

Add New KeyNavigator User

Only users with the Platform Administrator role can create new user profiles. To do so, the Platform
Administrator should:

1. Click Add KeyNavigator User

Service Center ACME WIDGETS INC  Common Services Profile: ACME WIDGETS INC (DEMOBETTY
Online Help @
Company Users
Company Accounts
A Administration Users
Company Services
Company Reports v KeyNavigator Users
Gompany Profile 4 5 items found | BExpon |
Items To Approve . . .
FirstName  Last Name User KeyNavigator D User Last Logon (ET)  MBLWeb MBLApp  Action
Service Requests DEMO  USER 1 DEMOBETTY 04/03/2023 08:45 AM [ ©
DEMO  USER 2 21ACMEOB 04/01/2023 04:10 PM [Remove |
DEMO  USER 3 21ACMECP
DEMO USER 4 SIMPSJM1 0411412023 0113 PM [ ©
DEMO USERS SMITHJT1 04/0412023 03:32 AM ®

2. Enter name, email, and phone number. The email address entered is where the Welcome Letter and

sign on instructions will be sent.

User Detail Assign Admin Assign Access

O

Let's begin by adding this user's info.

First Name Middle Name (optional) Last Name
I J

Primary Phone Number (JINTL Number Primary Email Address

Professional Title (optional)

Next Steps

10
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6.

3. Once all user information is entered, a confirmation message will display. There will either be a
yellow approval required message, or a green success message advising a Welcome Letter has

been sent to the new user.

User Detail Assign Admin Assign Access Next Steps

User profile has been added successfully!
First Name Middle Name Last Name

KEYNAY UsER

Primary Phone Number € Primary Email Address

2223304484 KeyOuey.com
Professional Title User KeyNavigator ID User Status
Toster 23SANIKEUSS Active

@ AWelcome Letter with sign-on detaiis has been sent to the user's email above. Click Next 10 assign this user's access to
services.

X
User Detai Assign Admin Assign Access Next Steps
User profile is currently pending!
Fist Name Middle Name Last Name
KEnuAY users

Primary Phone Number & Primary Emall Address

Protessional Title User KeyNavigator 1D User Status

Testa ZAVLINKEUSH

(1) Add user request is pending secondary approval. User will not be active unti approval is complete.Once user approval
Is complete, A Welcome Letter with sign-on details will be sent to the new user. Glick Next to assign this user's access
to services.

4. Select Next to assign Company Administration access. This is optional.

User Detail Assign Admin

O

Allow access to Company Administration?

OYes ONo

Assign Access

Time to assign Company Administration access.

Company Administration will allow users the power to control KeyNavigator user access, account set-up and system permissions. Users
without access to Company Administration will have view-only permissions to modules you select.

X

Next Steps

5. If No is selected, a modal will confirm, and it will skip to step 7.

Continue without setting up Company Administration access?

Cancel

If Yes is selected, the Assign Admin step will display. This allows Company Administration users

provide Company Admin access to various services. Hovering over the ? will provide additional details

on each level of access.

User Detail

0 Administrator Access

Approver Access

company’s preferences

Common Services @

View-Only Access

Plattorm @

Assign Admin

Time to assign Company Administration access.

Users with Company Administration access can manage KeyNavigator user access, accounts, and system permissions

Users with Administrator access can add, modify, and remove access to KeyNavigator services.

O Platiorm @ O Common Services (@) ACH @

Users with Approver access can approve o reject changes that require secondary authorization according o your

Users with View-Only access can see service sel-up, user access levels and aclivity, and maintenance history. View-
Only access is included with Administrator and Approver access.

Common Services @)

Assign Access Next Steps

11
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After the Assign Admin step, the Assign Access step will display. This modal gives the option to

copy an existing user’s access, or the new user’s access can be selected individually.

User Detail Assign Admin

‘You can base this user's services on an existing user from the drop below.

‘Want to copy access from another user?

@Yes ONo

Time to assign user access to KeyNavigator services.

X

Assign Access Next Steps

O

Select

Select

User 1 - First Name Last Name
User 2 — First Name Last Name
User 3 — First Name Last Name

this step. If a user is not selected to copy, then access can be added individually.

Copy User

Do not copy User

User Detail Assign Admin Assign Access Next Steps

Time to assign user access to KeyNavigator services.

rom another uzar?

User 1 — First Name Last Name
Reporting & Research

Image Research Center

Information Reporiing
Payables

Account Reconcilement

ACH fai

ACH Direct (Sorry, we

Book Transfer

Fraud Services

Loan Management

Transaction Services
Wires

Key Equipment Finance

Receivables

Deposit Concentration (Somy, thi

Key Caplure (pre-checked for Adminisf

Lockbox

User Detail Assign Admin Assign Access Next Steps

Time to assign user access to KeyNavigator services.

ex er from the om,

m anothar uzer?

Reporting & Research
Image Research Center
Infermation Reporting

Payables
Account Reconcilement

ACH (pr 20 for Adminisirative role) €

for this servize) @

ACH Direct (Sorry, we are unsbie fo copy user
Book Transfer

Fraud Services

Loan Management

Transaction Services

Wires

s servce) @

Key Equipment Finance (veu don't have pemmission 5 up

Receivables

ble to satup oniine st this time) €

Deposit Concentration (Somy, this ser
Key Capture (pre-checked for Administrstive rols) @

Lockbax

9. After all services are selected, click Save.

10. A Next Steps modal will display, either showing the User has been added, or the Request is

pending.

X
User Detail Assign Admin Assign Access Next Steps
User Added!
User: KEYNAV USER30 | KeyNavigator ID: 23NEWUSERS8
Next Steps...

Please be aware some services may require additional steps. Check the status of each service on the next screen
Select services with an Incomplete status and follow the instructions to finish service set-up

@ Inactive: User has no access 1o the service

A\ Incomplete: Action reguired to complete service set-up

o Active: User has access 1o service

I Pending Approval: Pending secondary authorization

User Dstall Assign Admin Assign Access Next Steps
Request is currently pending.
User: KEYNAV USER30 | KeyNavigator ID: 23NEWUSERS
(D) Add user request is approval. not. 1 et
Next Steps...

Please be aware some services may require additional steps. Check the status of each service on the next screen.
‘Select services with an Incomplete status and follow the instructions to finish service set-up.

@ inactive: User has no access to the service

A Incompiete: Action required to compiete service set-up

@ Active: User has acoess to service

B Pending Approval: Pending secondary authorization

Once a user is selected to copy, a list of all accesses will display. Services can also be deselected at

12
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11. Clicking Continue will populate the User Detail page in order to complete the new user’s set up.
Services will show Inactive, Incomplete, Active or Pending Approval depending on their status.

User Detail  KEYNAV USER 23NEWUSER8 COMPANY LLC
Vv User Services & Hid
= Reporting & Research .
yrre——— e User Service Status
4 Information Reperting incomplete > ) R ) . .
To complete user setup finalize the highlighted User Services that require
— Payables . . -
additional approval and information.
@ ACH Inactive >
@ ACH Direct inactive > R .
You can check the status of User Services through these icons.
& Account Reconcilement + Incomplete >
A Book Transter iIncompiete >
A Fraud Servioes incompiete > @ Inactive: User has no access to the service
S Ko Suioman Hnsscs —— & Incomplete: Action required to complete service set-up
A Losn Management Incomplete > . B
@ Active: User has access to service
A Transacton Services incomplote >
B e Pending Aporoval » @ Pending Approval: Pending secondary authorization
—Receivables
& Key Capture inactve >
— Specialized Services
@ Key CashFlow inactive »

12. Clicking on the status link will advise what steps are needed to complete the set up

Incomplete ACH set up example
User Detail KEYNAV USER  23NEWUSERS COMPANY LLC

W User Services e . . . .
Time to assign user access to KeyNavigator services.
— Reporting & Research
Payables
@ Image Research Canter Active »
A Information Reporting incompiete > AcH @
= Payables
CD To manage this user access. click the “ACH Maintenance” button below!
@ ACH Inactive >
@ ACH Direct Inactive >
ACH Maintenance
A Account Reconcilement + Incomplete >
A Book Transter Incompiete >
A Froud Services incompiete 3
@ Key Equipment Finance Inactive >
A Loan Managsmant Incomplete >
A Transaction Services Incomplete >
i Esache ot Pending Approval example
= Receivables
& Key Capture Inactive > Pending
- Specialized Services
& Koy CashFiow baslve > Pending secondary authorization. User must be approved to continue

13. If secondary authorization is required, the User Profile will be in a Pending status until a user with the
Platform Approver role approves. Once the new user is approved, their profile will be active in the
KeyNavigator Users list.

13
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Modify User Profile Details

User profile details and access to Service Center Platform Administration, can be updated on the User
Detail page. Only users with the Platform Administrator role can modify user profile details. To do so, the
Platform Administrator should:

1. Select the user’s last name from the KeyNavigator Users list on the Company Users tab

T

First Name

DEMO
DEMO
DEMO
DEMO
DEMO

v KeyNavigator Users

Last Name

USER 1

USER 2

USER 3
USER 4
USER 5

5 items found

User KeyNavigator ID
DEMOBETTY
21ACMEOB
21ACMECP
SIMPSJM1

SMITHJT1

User Last Logon (ET)
04/03/2023 08:45 AM

04/01/2023 04:10 PM

04/14/2023 01:13 PM

04/04/2023 09:32 AM

MBL Web
o

MBL App Action
]
]
]

2. On the User Detail page, navigate to the User Profile in the top left and click Edit KeyNavigator User

Service Center

Company Users
OCEAN BLAIR - NOT ENROLLED
Usar Services

Company Accounts

Company services
Company Reparts
company Promie

tems To Approve

Service Requests

ACME WIDGETS INC

User Detail

 User Profile

User Start Date

Professional Title
—

First Hame
DEMO

Primary Phone Number

2341

Company Name

DEMO USER

User End Date

Middle Name

Common Services Profile: ACME WIDGETS INC (DEMOBETTY)

21ACMEOB

User Status

Usar MDM 1D

Last Name
USER

Primary Email Adress
Demo.User@key.com

Cempany KM Status

Company. Agcess - Keyl

Mobile Preferences

ACME WIDGETS INC

Edil KeyNavigator Usas

Cempany ID

3. Enter changes and click Save

User Information
First Name
DEMO

Primary Phone Number

5551234567

Professional Title (oplional

User Access

Edit KeyNavigator User

Middle Name {optional)

Last Name

USER

O INTL Humber Primary Email Address

Demo.User@key.com
User KeyNavigator ID

User Stafus

[ Administrator Access

Users with Administrator access can add, modify, and remove access to KeyNavigator services

O Platorm @ O Common Services O KeyCapture O ACH

Approver Access
Usel A
com

Flatform

Common Services

View-Only Access
iew-Only access can see service set-up.
ess is included with Administrator and Appro: ccess

Platform

Common Services

ss can approve of reject changes that require secondary authorization according to yo

ur

ess levels and activity, and maintenance history. View-

14
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Modify Mobile Deposit Access

The KeyNavigator Mobile Deposit app allows Key Capture users to deposit checks anytime, anywhere, and
view their deposit history using their smart phone or tablet.

1. To Modify a Key Capture User’s access to Mobile Deposit, select the User on the
KeyNavigator Users list
2. Then scroll to Mobile Preferences on the User Detail page and click to modify.

Service Center | ACME WIDGETS INC | Commen Services Profile: ACME WIDGETS INC (DEMOBETTY) E

Fameany e User Detail | OCEAN BLAIR - NOT ENROLLED | 21ACMEOE | ACME WIDGETS INC

QCEAN BLAIR - HOT ENROLLED

Ucar Barvisat “ User Services l:l

Utar Praflln
—Reporting & Research
Campany Agecunts
miage Recaaroh Canter mestive 3
= = h Cont: it
Campany 3arvices
@ Information Repcrting mestive >
Company Feparts
Campany Frofis —FEES
s o Agprova @ Asccunt Fssonslismsnt mestive >
2arviss Rrquects o AcH mostive  »
@ AcH Dimot mestive >
@ ook Trancter mestive 3
@ Fraud parviose mestive >
@ Loen Managemant mestive 3
@ Loen Management Cantar mestive >
@ Trancaction Jarvicec mestive 3
@ wirs mestive >
@ ey Equipment Finanoe mestive 3
—Recsivables
@ Depostt Consantration mestive 3
@ Foy Capturs mestive >
@ Lookbox mestive 3
—File Services
@ Fi= Trnstar mostive 3
—Card Sarvicas
ayIEenafic mestive 3
Hiay2Eanafih i
& Hey2Pmyrol mective &

— Specialized Senvices

@ Hay Avoounts Mansger mestive >
User Service Status @ Fey Cach Flow mmctive 3
@ HeyIFE mestive >
— Notifications
:‘:’uc:;c"n:ck the cistus of Ucar Barvices through P —— e s
@ insetive: Lsar —Mobile Preferences

A Incompiats @ Mcobs App MRDC) Anosct mmctive >

coass 10 sarvice @ Mool Web Aooscs mmative 3

Time to assign user access to KeyNavigator services.

Mobile Preferences

& Mobile .

—

15
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To view a listing of all user access for Mobile functions (Mobile Remote Deposit & Mobile Web), select the
Company Services tab on the left-hand menu.
1. Scroll down to Mobile Preferences

2. Select either Mobile App (MRDC) Access, or Mobile Web Access to display active users

Service Center

Company Utarc
Compary Acoounts
Company 3ardoac
Company Reporic
Company Profila
fisme Ta Approve

Barviee Faguects

ACME WIDGETS INC

Company Services

— Regorting & Research
Image Recearch Camtar
Information Raparting

—Payables
Aoopourt Reoonaliement
ACH
ACH Direat
Book Trancfar
Fraud Ssrvoas
Koy Equipmant Finanza
Loan Mansgsment
Loan Management Cander
Trancacfion Bsrviosc
Wirec

— Receivables
Dapo<it Conosntration
Koy Capturn
Loakbaox

—File Services
Flls Tramcéer

—Card Senices
KeyzSensits
Key2Fayroll

—Specisized Sarvices
Ky Assounts Managar
Key CachFlow
KeyzFx

— Matifications

Emall Notifleationc

Commen Services Profile: ACME WIDGETS INC (DEMOBETTY)

—Mobile Prefarences

Mabile App (MRDT) Azacs

Maobile Web Aooecc

Mobile Web Access | Company: ACME WIDGETS INC

Application Users

Tk

Status

Active

First Name
DEMO
DEMO

Active | 5items found

LastName
USER
USER

2di

Login ID
DEMOBETTY

SIMPSJIM1

Mobile App (MRDC) Access | Company: ACME WIDGETS INC
Application Users

T Clea Active ~ | 5items found
Status First Name Last Name

Active DEMO USER

Active DEMO USER

Active DEMO USER

Login ID
DEMOBETTY
SIMPSJM1

SMITHJT1

16
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To view all Key Capture and remote deposit access, click the Company Services tab, and select Key
Capture in the Company Services list.

Service Center ACME WIDGETS INC Gommon Services Profile: ACME WIDGETS INC (DEMOBETTY) | cuir e @ |
Company Users Company Services | @ Hide &l zervices |
Company Accounts

R Select a service to view a summary of user and account access. Access and permissions can be modified from Company Users
Company Services " N N R
or Company Accounts. Only active company services can be viewed in the Service Center. For security reasons, most company
Company Reports preferences are not editable.
To add. edit or remove company services, submit 2 Service Request to get started!

Company Profile

{tems To Approve —Reporting & Research

Service Requests Image Research Center >
Information Reporting >

—Payables
Account Reconcilement »
ACH >
ACH Direct >
Book Transfer >
Fraud Services >
Key Equipment Finance >
Lean Management >
Lean Management Center >
Transaction Services >
Wires >
—Receivables

Deposit Concentration >
Key Capture >
Lockbox >

Key Capture Users with access to the mobile deposit app are indicated in the Mobile column of the Key
Capture Users list.

Key Capture Services ACME WIDGETSINC | Profile: ACME WIDGETS SUPPLY (DEMOBETTY)

W Key Capture Users

¥ 12 eans touma wams

Action  User Name Key Capture User ID User Raies Aceount Description Atternate Descripticn Mobie

User 1 23USER1 Key Capture Adminsirator o
User 2 23USER2 sonees
User 3 23USER3
User 4 23USER4
User 5 23USERS
User 6 23USER6
User 7 23USER7
User 8 23USER8
User 9 23USER9
User 10 23USER10 Mo Reports
User 11 23USER11 o Repors
User 12 23USER12 No Reports

It's important to remember that two things determine a user’'s mobile deposit access:

1. Access to the Mobile App (MRDC) in the User Profile: The user must have Mobile App (MRDC)
access in order to login to the KeyNavigator Mobile Deposit App. Platform Administrators can update
Mobile App (mMRDC) access from the Service Center User Profile.

2. Access to mobile enabled locations in Key Capture: The user must also have access to mobile
enabled locations to complete a mobile deposit. Key Capture Administrators can update access to
mobile enabled deposit locations from Key Capture Services.

17
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Reset User Password

Only users with the Platform Administrator role can reset user passwords. To do so, a Platform
Administrator should:

1. Select a last name on the KeyNavigator Users to open the User Detail page

v KeyNavigator Users

T ar 5 items found B Ex
First Name Last Name User KeyNavigator ID User Last Logon (ET) MBL Web MBL App Action
DEMO UUSER1 DEMOBETTY 04/03/2023 08:45 AM (] ®

DEMO | USER 2 21ACMEOB 04/01/2023 04:10 PM

DEMO USER 3 21ACMECP

DEMO USER4 SIMPSJM1 0D4/14/2023 01:13 PM (] ®

DEMO USERS SMITHJT1 04/04/2023 09:32 AM ®

2. Inthe User Security Profile section, click Reset Password

Service Center ACME WIDGETS INC Common Services Profile: ACME WIDGETS INC (DEMOBETTY) ‘ Online Help @ |
Company Users R
User Detail DEMO USER 21ACMEOB | ACME WIDGETS INC
DEMO USER
o s  User Proe
User Profile
User Start Date User End Date User Status
Company Accounts T -
Company Services
Professional Title User MDM ID
Company Reports
Doctor ADKE45H1275E83
Company Profile
First Name Middle Name: Last Name
Items To Approve
DEMO
Service Requests USER
Primary Phone Number Primary Email Address
565-123-4567 Demo.User@key.com
Company Name Company Kl Status Company 1D
ACME WIDGETS ING Active 1D033KEIABTWI
Company Administration Access - KeyNavigater Platform Administration
Administrator Approver View and Reporting Access

Mobile Preferences

Mobile Web Access Mobile App Access

v User Security Profile

User Last Logon

D4/01/2023 04:10 P Il Res

User Authentication Options
Suspend Ki ator Access
If checked, this will {femporarily) disable KeyNavigator Access for this User.

3. Click OK

Reset password?

Thig will reset the users password and send them an email with a temporary password.

4. The user will receive an email with an auto-generated temporary password and instructions.
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Suspend User Access

Only users with the Platform Administrator role can suspend user access to KeyNavigator. To do so, a
Platform Administrator should:

1. Select a last name on the KeyNavigator Users to open the individual’s User Detail page

v KeyNavigator Users

Y 3 5 items found Bi Ex
First Name Last Name User KeyNavigator ID User Last Logon (ET) MBL Web MBL App Action
DEMO USER 1 DEMOBETTY 04/03/2023 08:45 AM [} (]

DEMO USER 2 21ACMEOB 04/01/2023 04:10 PM

DEMO USER3 21ACMECP

DEMO USER 4 SIMPSJM1 04/14/2023 01:13 PM ) ©

DEMO USERS SMITHJT1 04/04/2023 09:32 AM (]

2. Inthe User Security Profile section, click Edit

Service Center ACME WIDGETS INC Common Services Profile: ACME WIDGETS INC (DEMOBETTY) ‘ Online Help @ |
Company Users R
User Detail DEMO USER 21ACMEOB | ACME WIDGETS INC
DEMO USER
o v  User Proe
User Profile
User Start Date User End Date User Status
Company Accounts 822021 Actue
Company Services
Professional Title User MDM ID
Company Reports
Doctor ADKE45H1275E83
Company Profile
First Name Middle Name: Last Name
Items To Approve
DEMO
Service Requests LR
Primary Phone Number Primary Email Address
555-123-4567 Demo.User@key.com
Company Name Company Kl Status Company 1D
ACME WIDGETS ING Active 3ABTWIDO3SKEIABTWI
Company Administration Access - KeyNavigater Platform Administration
Administrator Approver View and Reporting Access

Mobile Preferences

Mobile Web Access Mobile App Access

v User Security Profile

User Last Logon

D4/01/2023 04:10 P Reset Password

User Authentication Options
Suspend Ke; tor Access

If checked, t temporarily) disable KeyNavigator Access for this User.

3. Check Suspend KeyNavigator Access and click Save

4. The user will be prohibited from logging into KeyNavigator until they are no longer suspended
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Modify Access to KeyNavigator Services
1. Select alast name on the KeyNavigator Users to open the individual’s User Detail page

2. All active company services are listed in the User Services section. The Administrator can only
modify services they have the appropriate roles to manage (Common Services and/or Key Capture)

3. Expand the sections and select a service to modify access and account permissions

User Detail DEMO USER SIMPSJM1  ACME WIDGETS INC
Vv User Services D Hide Al 8¢

— Reporting & Research

@ Image Research Center Inactive >
@ Information Reporting Active 3
- Payables

@ Accoun t Reconcilement Inactive >
A AcH Incomplete >
@ ACH Direct Active >
@ Book Transfer Inactive >
© Fraud Services Inactive >
@ Loan Management Inactive >
@ Transaction Services Inactive
@ Wires Active >
@ Key Equipment Finance Active >

Note: If the Administrator is having an issue modifying user access, verify they have the appropriate role
required to edit that service.

Remove KeyNavigator User

In the KeyNavigator Users list in the Company Users tab of the Service Center, click Remove to the right
of the user you wish to delete.

v KeyNavigator Users

T Clear 5 items found |t¢£ ::':|
First Name  Last Name User KeyNavigator ID User Last Logon (ET) MBL Web  MBL App Action
DEMO USER 1 DEMOBETTY 04/03/2023 08:45 AM ] )

DEMO USER 2 21ACMEQB 04/01/2023 04:10 PM
DEMO USER 3 21ACMECP

DEMO USER 4 SIMPSJMI 04/14/2023 01:13 PM ) L] [Remove |
DEMO USER 5 SMITHJT1 04/04/2023 09:32 AM ] [Remove |

Please Note — Removing a user will immediately eliminate the user’s ability to login to KeyNavigator, but there
may be additional steps to remove the user from all service applications.

If you need additional assistance removing a user, please contact our Commercial Banking Services at 800-539-
9039. For clients using TDD/TYY devices, please call 1-800-539-8336.

Specialists are available from 8am to 8pm ET, Monday through Friday on bank business days.
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Company Accounts Tab

The deposit accounts detailed in this list are available in KeyNavigator for Common Services. Accounts
associated with services such as ACH, Key Capture, ACH Direct, or Key CashFlow are not included in this
view

Common Services Include:

Book Transfer, Wires, Account Reconcilement Services (ARP/Check Issue Maintenance), Fraud Services
(Positive Pay/Payment Protection), Transaction Services (Stop Payment), Image Research Center,
Information Reporting, File Transfer, and Lockbox.

Service Center ACME WIDGETS INC =~ Common Services Profile: ACME WIDGETS INC (DEMOBETTY) P
Company Users Company Accounts

‘I Company Accounts I

The deposit accounts detalled below are available in KeyNavigator for Common Services which includes Image Research, Information
Reporting, Account Management, Book Transfer, Wires, File Transfer, etc. Accounts associated with services such as ACH, Key Capture
ACH Direct, or Key CashFlow are not included in this view.

fii Company Services
Company Reports
Company Profile T & items found b
b
Items Ta Approve Account Name Account Number Remove
0011000108
UUZZUUUZZE

Service Requasts

1100111018
0033000300
eral 220022200
330033303

e Widgels Masier
[El Domestic Non-KeyBank Account

B Intemational Non-KeyBank Account
Bl Account not owned by this company

Modify Account Name

To update the account name displayed in KeyNavigator or view and edit existing account access and set-
up by service, a Common Services Administrator can select an account from the list.

Account Detail: | Acme Widget Merchant Services - 330033303

Account Profile Account Services

Company Name All Services Summary: [ PDF [ Excel

Acme Wisgets, Inc

Account Name

Payroll Image Research Center Active @

Account Number Information Reporting Rctive &

330033303

ABAIRouting Number

oereomee Account Reconcilement Services Active @

Type

oA ACH Active @

== Book Transfer Rctive @
Fraud Services Active @
Loan Management Active @
Transaction Services Active @
Wires Rctive @

Deposit Concentration

Lockbox

File Transfer Inactive @

Key2Benefits

Key2Payroll

Key2Prepaid Inactive @
Financial Institutions inactive @
Key Accounts Manager Inactive @
Email Nofifications inactive @

Please Note — The Company Accounts section is only available to users with a Common Services Administration
access. Accounts in this list can only be set-up for Common Services in Service Center. The Company Accounts
list does not include accounts set-up for other applications like Key Capture, ACH, Key Cashflow, etc.
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Company Services Tab

The Company Services section lists all active KeyNavigator products and services. Select a service to view
a summary of user and account access. Access and permissions can be modified from the Company Users
tab or Company Accounts tab. Only active company services can be viewed in the Service Center. For
security reasons, most company preferences are not editable.

Service Center = ACME WIDGETS INC = Common Services Profile: ACME WIDGETS ING (DEMOBETTY)

Company Users Company Services

o e

Select a service 10 view a summary of user and acCount access. ACCess and permissions can be modified flom Company Users or Company Accounts. Only.
Company Services
active company services can be viewed in the Service Genter. For seourity reasons, most company preferences are not editable

To 2dd, edit or remove company services, submit a Service Request o get started!

ompany Reports

Company Profile —Reporting & Research
fiems To Approve Image Research Center >
Service Requests Information Reporting >
— Payables
Account Recancilement >
AcH >
ACH Direct >
Book Transfer >
Fraud Services >
Loan Management >
Transaction Services >
wires >
—Receivables
Deposit Concentration >
Key Capture >
Lockbox >

= File Services

File Transfer >

—Card Services

Key2Benefits >
Key2Payroll >
Key2Prepaid >

View Service Set-up

Administration users can select a service from the list to view current user & account access, permissions,
and limits.

From here, Administration users can select a user or account for more detail and edit if necessary.

Company Services:  Acme Widgets, Inc All Services Summary: [§ PDF [ Excel
Information Reporting ~
Services Summary - All Users Sprint [BPOF
@ Report Definitions
Show Datall v
Previous Day Summary Only Inactive @ inactive @
Previous Day Summary + Detail v Active @ Inactive @
Inactive @ Inactive @
Active @ Inactive @
Inactive @ Inactive @
Inactive @ High Order Prefix Dela Inactive @
Inactive @ Lockbox Detail v Active &
Inactive @ re Activ Inactive @
Corporate Banking Statement Only v Active & ACH Customer Activity v Active &
Corporate Banking Statement + Email v Active & Previous Day EDI Remitiance v Active @
Account Analysis Statement v Active & Intraday EDI Remittance v Active &
All Accounts)
EDI 8 | Azcounts) Inactive @ Inactive @
Inactive @
Inactive @
Inactive @
Inactive @
Inactive @
Inactive @
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Key Capture Administration

Key Capture Administration in the Service Center allows Key Capture Administrators to add, modify, and
remove user access to Key Capture remote deposit.

Service Center users with the Key Capture Administrator role can do the following:
e View existing Key Capture users, accounts, and locations
e Add, modify, and remove access for Key Capture remote deposit
e View and export Key Capture Maintenance history

Key Capture Services ACME WIDGETS INC | Profile: ACME WIDGETS SUPPLY (DEMOBETTY)

~ Key Capture Users
T 2 tams tounc
User Name Key Capture Uses 10

User 1 23USER1
User 2 23USER2
User 3 23USER3
User 4 23USER4
User 5 23USERS
User 6 23USER6
User 7 23USER7
User 8 23USER8
User 9 23USER9
User 10 23USER10
User 11 23USER11
User 12 23USER12 Mo Reperts

Please Note — Key Capture Administrators can only grant user access to existing accounts & locations. To add
a new account or location, create a new account/location relationship, or update any account or location details,
please reach out to a member of your KeyBank team.

Key Capture Users

The Key Capture Users section lists all KeyNavigator users at the company with access to Key Capture
remote desktop or mobile deposit. There are multiple roles that can be assigned to Key Capture users.
Users can have any combination of these roles:

o Depositor: This role allows the user to complete single check or multi-check deposits for the
accounts/locations they are granted access to.

e Deposit Reviewer: Users with this role must review, approve, reject, or allow other users to review
each deposit prior to the deposit being submitted for processing. If no users have this role, deposits
will be processed immediately after submission by depositors without review.

e Key Capture Admin: This role allows the user to access Key Capture Admin to view your company’s
remote deposit set up and complete user maintenance. Key Capture Administrators should also have
the Service Center Maintenance role to add new company users. This can be completed in Service
Center by selecting the user, clicking Service Center, edit, and finally selecting the Maintenance role.

Key Capture Accounts/Locations

e The Key Capture Accounts/Locations section lists all your company’s accounts set up for remote
desktop and mobile deposit as well as the locations associated with them.

Please Note — Key Capture Remote Deposit accounts & locations are not editable in the Service Center.
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Enroll User in Key Capture Application

Key Capture Administrators can enroll KeyNavigator Users in Key Capture for depositor, deposit reviewer,
and reporting access. To enroll a user in Key Capture:

1. Select a user from the KeyNavigator Users list to open the User Detail page

v KeyNavigator Users
T 5 items found [}
First Name Last Name User KeyNavigator ID User Last Logon (ET) MBL Web MBL App Action
DEMO USER1 DEMOBETTY 04/03/2023 08:45 AM (] ]
DEMO | USER 2 21ACMEOB 04/01/2023 04:10 PM
DEMO USER 3 21ACMECP
DEMO USER 4 SIMPSJM1 04/14/2023 01:13 PM (] (]
DEMO USERS SMITHJTA 04/04/2023 09:32 AM ®
2. Under Receivables, select Key Capture
Service Center ACME WIDGETS INC Common Services Profile: ACME WIDGETS INC (DEMOBETTY) | Oniine Help @ ‘

DEMO USER

Company Accounts

Company Users

User Detail DEMO USER

v User Services

User Services

User Profile —Reporting & Research

Image Research Center

Company Services Information Reporting
Company Reports —Payables

Company Profile Account Reconcilement
ltems To Approve ACH

Service Requests ACH Direct

Book Transfer

Fraud Services

Loan Management
Transaction Services

Wires

—Receivables

Deposit Concentration

Key Capture

Lockbaox

21ACMEOCB | ACME WIDGETS INC

Not Enrolled @

Not Enrolled @

Not Enrolled @
Not Enrolled @
Not Enrolled @
Not Enrolled @
Not Enrolled @
Not Enrolled @
Not Enrolled @

Not Enrolled @

Not Enrolled @

Not Enrolled @

¥

»

»
»
»
»
»
»
»

»

Not Enrolled @

¥

3. Check Key Capture and Save

Add Key Capture for this user.

Key Capture

@ Select checkbox and click Save to grant access to Key Caplure.
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4. Optionally, select an existing Key Capture User to copy their remote deposit settings.

Enroll Key Capture User

Company User

Zeneric User - 20GENERDM b

Diemo Betty

Select Key Capture User To Copy (optional)

w Confinue

ACME WIDGETS SUPPLY - demobetty

5. Click Continue

6. Select/Modify User Role(s), Reporting Access, and Account/Location Access

Enroll Key Capture User

Company User Select Key Capture User To Copy (optional)

Generic User - 20GENERD1 Mone '

Select’Modify User Role(s) I

[ Depositar

7) Depaosit Revizwer

) Key Capture Adminisirator
Select’Modify Mobile Deposit Access

d Mobile Deposit

ACME WIDGETS SUPPLY - demabetty

dify User's A iLocation Access

(O Access to all existing and future added accounts and locations

@ Access to a3 selection of existing accounts and locations

T Clear | | Al ~ | 4items found
Location Account Number  Account Description Alternate Description
[0 Pama 50000123456 Operating Account undefined
O Sclen 50000222222 Acme Receivables undefined
O Brooklyn 50003256081 Remote Deposit #20 undefined
[ | Westlake 500001250 Cperating Account undefined

Mobile

7. Click Submit

Modify User Access for Key Capture

Administrators can edit Key Capture user’s remote deposit access. To edit Key Capture access:

1. Select a user from the KeyNavigator Users list to open the User Detail page

2. Under Receivables, select Key Capture

Service Center ACME WIDGETS INC

Company Users

DEMO USER

User Detail

User Services v User Services

User Profile .
= Reporting & Research

Company Accounts
Image Research Center

Company Services
Information Reporting

Company Reports
—Payables
Company Profile

Account Reconcilement
Items To Approve

ACH

Service Requests
ACH Direct
Book Transfer
Fraud Services
Loan Management

Transaction Services

Wires

—Receivables

Deposit Concentration
Key Capture

Lockbox

DEMO USER

Common Services Profile: ACME WIDGETS INC (DEMOBETTY)

SMITHJT1 ACME WIDGETS INC

(@ e At Servom|

active @ >

active @

active @

active @

active @

active @

active &

active @

active @

inactive @

active @

active @

active @
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3. Click Update Key Capture Access. You can also Remove Key Capture Access here.

Add Key Capture for this user.

Receivables

Key Capture

@ Deselect the checkbox and click Save to remove access to Key Capture

=] |

4. Optionally, select an existing Key Capture User to copy their remote deposit settings.

Edit Key Capture User SMITHJT1 = ACME WIDGETS SUPPLY - demobetty

User To Update Select Key Capture User Te Copy (oplional)

DEMO USER 1 Mone hd

5. Click Continue

Select/Modify User Role(s), Reporting Access, and Account/Location Access

Edit Key Capture User = SMITHJT1 = ACME WIDGETS SUPPLY - demobetty

User To Update Select Key Capture User Te Copy (optional)

DEMO USER 1 Mone v
Select/Modify User Role(s) I O ISeIect.‘Modify Reporting Accessl SelectModify User's A t'Location Access

- - @ Access to all existing and future added accounts and locations

(m Depositor User will nat have 2ccess to 2ny of the report=. ¥ | © Access to a selection of exisfing accounts and locations

] o Select One

Deposit Reviewer Ne Reparts
O Key Gapture Administator
All reports are available

Select/Modify Mobile Deposit Access All standard report plus Image Extract

O Access to Deposit Summary only
Mabile Deposit

7. Click Submit
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Company Reports Tab

Activity & Maintenance history can be viewed in the Service Center by Company Administration users.
To view activity & maintenance history, select Company Reports in the left side menu of the Service

Center.

Service Center = ACME WIDGETS INC

Company Users

Company Reports

Company Accounts
Activity
Company Services

Company Reports I

Company Profile
Items To Approve

Service Requests

Common Services Profile ACME WIDGETS INC (DEMOBETTY)

Maintenance

Activity Reports

There are two types of Activity Reports in Service Center. Each report includes different information

depending on backend applications:

1. Common Services Activity Report: Only available to users with Common Services Administration

access

2. Platform Activity Report: Only available to users with KeyNavigator Platform Administration access

Service Center ACME WIDGETS INC

Company Users

Company Reports

Platform Access

Company Accounts

Company Services

Company Reports
Company Profile
Items To Approve

Service Requests

Common Services Profile: ACME WIDGETS INC (DEMOBETTY)

Maintenance

Common Services
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Common Services Activity Report

The Common Services Activity Report is only available to users with Common Services Administration
access. It details actions for Common Services functions completed in KeyNavigator by all users in your
company.

Common Services include Book Transfer, Wires, Account Reconcilement Services (ARP/Check Issue
Maintenance), Fraud Services (Positive Pay/Payment Protection), Transaction Services (Stop Payment),
Image Research Center, Information Reporting, File Transfer, and Lockbox.

Use the filters to narrow the results. The report can be printed or downloaded to PDF/XLS to save offline.

Company Reports

Activity Maintenance

Common Services Activity Report

BFrint [BPoF B Excel

Showing
Date: 03/17/20x% User: All Users Category: All Categories  Activity: All Activities

edit
Report Date: Mar 17, 20XX  generated Mar 17, 20%0% 2:45pm EST < Prev Next >
Date/Time (ET, * Channel IP Address User Category Activity
03/17/20XX 01:30 PM | DSK 12345672 | DEMO USER 1 Information Reporting | Previous Day Balance Summary Display
03MTIZ0XX 1225 PM | DSK 34545678 | DEMO USER 1 Account Managemsnt | Submit Bock Transfer, From Account 1106 o1 To
AooOUNt, 2200220000022202000 . Ampunt: 52 anfirmation
5353 0
03/17/20XX 1M:20 AM | DSK 12345678 | DEMO USER 2 Viires Approve Wire
03MTIZ0XX 02:55 AM | DSK 34545678 | DEMO USER 2 ACH Apgrove Baich
03/17/20%X 07:55 AM | DSK 12345678 | DEMO USER 3 ACH Create Batch Header
03MTI20XX OT:30AM | DSK 678.48.87.68 | DEMO USER 3 Information Reporting | Intraday Account Detail Display

Platform Activity Report

The Platform Access Activity Report is only available to users with KeyNavigator Platform Administration
access. It details platform security and authentication actions completed in KeyNavigator by all users in
your company. This includes desktop logins, mobile logins, forgot password, etc.

Use the filters to narrow the results. The report can be exported to excel to save offline.

Company Reports

Maintenance

Platform Access

Platform Access Activity Report

Common Services

User Types Date Range

All Comnpany Users v Al Types @ Last14Days v Search

T Clea 5 items found | B Export | @ |
Date {ET) Channel Ip Address User Category Type Activity

03/10/2021 02:50:60 AM KNG 10.57.130.252  DEMO USER 4 Mavigation HOP KeyNavigator Dashboard Displayed

02/10/2021 02:50:51 AM | KNG 10.57.130.252  DEMO USER 2 User Security | OTP Authentication Successful - OTP Security Phone Number
03/10/2021 D8:50:51 AM KNG 10.57.138.252 DEMO USER 1 User Security OTP Authenticator Requested - OTP Security Phone Number
03/10/2021 D457 AM | KNG 10.57.138.252  DEMO USER 2 User Security | PASSWORD | Authenticator Successful Login Authentication - Password

03/10/2021 08:49:57 AM | KNG 10.57.138.252  DEMO USER 3 User Security  PASSWORD A i d Login ication -
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Maintenance Reports

There are three types of Maintenance Reports in Service Center. Each report includes different information
depending on backend applications:

1. Common Services Activity Report: Only available to users with Common Services Administration
access

Platform Activity Report: Only available to users with KeyNavigator Platform Administration access

3. Key Capture Maintenance Report: Only available to users with Key Capture Administrator access

Service Center ACME WIDGETS INC Common Services Profile: ACME WIDGETS INC (DEMOBETTY)

Company Users Company Reports

Company Accounts

Company Services
Platform Access Common Services Key Capture
Company Reports

Company Profile
Items To Approve

Service Requests

Common Services Maintenance Report

The Common Services Maintenance Report is only available to users with Common Services
Administration access. It details changes to Common Services access and permissions completed in
KeyNavigator by Common Services Administrators or by Internal KeyBank Users.

This includes Book Transfer, Wires, Account Reconcilement Services (ARP/Check Issue Maintenance),
Fraud Services (Positive Pay/Payment Protection), Transaction Services (Stop Payment), Image Research
Center, Information Reporting, and Lockbox.

Use the filters to narrow the results. The report can be printed or downloaded to PDF/XLS to save offline.

Service Center ACME WIDGETS INC Common Services Profile: ACME WIDGETS INC (DEMOBETTY) [(oniine e @ |
Company Users Company Reports
Company Accounts
Company Services
Platform Access I ‘Common Services Key Capture
Company Reports
Company Profile Common Services Maintenance Report
Items To Approve SFrint [QPoF [J Excel
Service Requests Showing

Date: 03/17/20%%  Originator: All Originators  Modified User: a1l Modrfied Users  Activity: a1 Actvities

Report Date: Mar 17, 20XX  genersted Mar 17, 20000 2:45p0m EST

~  Originator Modified User Activity
X 10:20 AM User, Demo - Granted Account Access: User Services Page, Account # 110011011001001 Information
User2, Demo - 23USERDEMO | 2o o rmarsis Banking Statement

031

= Page, Account #

7I20%X 10:28 AM | User, Demo User2, Demo — 23USERDEMO | Grantzd Aczount Acce: nfarmation Reporting

Cerporate Banking Sta

s Page, Account # 3300033303
nt

0030 Information

205X 10:2T AM | User, Demo User2, Demo — 23USERDEMO | Grantad Aczount Access:

Reporting: Corperate Banki

03M7/20%X 08:22 AM  User, Demo User2, Demo — 23USERDEMO | Granted Account Acsess: U 4004 Information
’ Reporting: Corperate Banking

< Fage, Account # 440
ement

5 Information

22AM | User, Demo User2, Demo — 23USERDEMO | Removed Acsount Access: User Services Page, Account
! ’ Reporting: Previous Day Deta

22AM | User, Demo User2, Demo — 23USERDEMO | Remaved Account Access: User Services Page, Acoount
' Reporting: Previous Day Detal

22AM | User, Demo User2, Demo — 23USERDEMO | Remavad Azzount

ss: User Services Page, Account #770077077007007 Information
Reporting’ Previou Deta

ay Det:

M User, Demo User2, Demo — 23USERDEMO | Removed Account Assess: User Services Page, Account #1101
Reparting: Previous Day Dets;

1 Infarmation

v User2, Demo User3, Demo — 33USERDEMO  Granted User Services, Receivables: Lockbox Imaging: Lack:

M User2, Demo User3, Demo — 33USERDEMO = Granted User Sen
W User2, Demo User3, Demo — 33USERDEMO | Granted User Services, Receivables: Lockbox Imaging: Lockbox: 123456

<. Receivables: Loskbox Imaging: Lockbox

/20XX 0215 AM  User3, Demo  Userd, Demo — 43USERDEMO  Reset Fassword
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Platform Maintenance

The Platform Access Maintenance Report is only available to users with KeyNavigator Platform
Administration Access. It details platform security and authentication changes completed in KeyNavigator

by Platform Administrators or by Internal KeyBank Users.

This includes new users created, users removed, password resets, system access suspended, user access
to mobile app edited, user access to mobile web edited.

Use the filters to narrow down the results. The report can be exported to excel to save offline.

Company Reports

Platform Access Maintenance Report

Originator User

All Originators v | | AlCompany Users

h 4 Clesr || Sitems found

Date (ET) I?J”“'"“" Modified User Type
03102021 ca:sspam oewousers | DEMO USERS g
03710/2021 08:50:51 AN DEVOUSERL DEMO USER 2 oTP

semousert DEMO USER 3

03r10/2021 08:50:51 AN U5 OUSER oTP

03110/2021 034057 AN DEvousern  DEMO USER 2

0310/2021 0:49:57 am Devousers | DEMO USER 3

Key Capture

Types Date Range
v All Types W La=sti4Days
Category Maintenance Type Before
KeyNavigator Dashboard
Navigation -
Displayed
Usar Authantication Successiul - OTE

Authentication

User
Authentication

User

FPASSWORD

Authentication

User
Authentication

PASSWORD

Security Phane Number

Authenticator Requested - OTP
Seourity Phone Number

Authenticator Successful Login

Authentication - Password

Authanticator Requested Login
Authentication - Password

contactName.

First Name

Last Name
coniaciType: Primary
contzciName.

contactType:Primary

status:Active

vm

=30

After

companyName:Acme
Widgets Inc
contactName

First Name

Last Name.

contactType:Primary

contactName

status:inactve

Key Capture Maintenance

The Key Capture Maintenance Report is only available to users with Key Capture Administrator access. It

details changes to Key Capture user access completed in KeyNavigator by Key Capture Administrators or

in KNA by Internal KeyBank Users.

Company Reports

—

Platform Access Common Services

Key Capture Maintenance Report

- =

Date Range
B Frevious Day

T Clesr | 86 items found
— Change Grougyp | Modified  Modified
ate (ET) ange Group 1D |\~ By
102812020 19281830813LR  USER2 RSERT Added
12:30:51 FM
10/28/2020 . USER2 USERL
102818208 sdde

12aneqpy  2010281830513LR Added
10/28/2020 - §

USER2 USERL
1zamet Py 2010281630513LR Added
1012812020 o oa1830813LR USER? USERL Added
12:30:51 PM
102812020 5 1g2m18a0s13LR USER? USERL Added
12:30:51 FM
10/28/2020 USER2 USER1

102818208 sdde

12aneqpy  2010281830513LR Added
10/28/2020 USER?2 USERL
1zamet Py 2010281630513LR Added
B0 o eatssastate | USER? vsEr Updat
12:30:51 PM eres pase

Operation Category

Modified Field

Before Value

Account &
Account Number
User
Account &
- Account Numbar
User
Account &
Account Number
User
Account &
- Acsount Number
User
Account &
Account Number
User
Account &
- Account Numbar
User
Account &
Account Number
User
Has asoess te 3l
User exsting and future | True

accounts

After Value

1236565

10000000

650808

1226565

10000000

221

321

False

|[.5 port

Modified
Location

null

000

85

85

85

85

newlocation
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Company Profile Tab

Add/Modify/Remove Company Contacts

Company Contacts play an important role in our relationship with business clients. These individuals are
the first to receive time sensitive information, details about upcoming enhancements, and notifications
about any changes that impact their KeyBank cash management services and KeyNavigator users or

accounts.

Platform Administrators can easily add, edit, or remove Company Contacts in the Company Profile section

of Service Center.

Service Center | ACME WIDGETS INC

Company Users
Company Accounts
Company Services

Company Reports

Company Profile I

ltems To Approve

Service Requests

Common Services Profile: ACME WIDGETS INC (DEMOBETTY)

Company Profile

Need to make changes? Submit 3 Service Request to get startzd!

Company Name

Address

City

Country

RPM Flag

Relationship Since Date

— Company Cantacts

Action

w Service Center Preferences

Company Administration

w Mobile Preferences

Mobile Web

State/Provines

T
Officer Code DUNS Number
KeyNavigator Start Date
Contact Type Name
Primary DEMO USER 4
Altermzte DEMO USER 3

Service Requests

Mobile App (MRDC)

Company 1D

ZipiPostal Code

IFI

Company Status

KeyNavigator End Date

Please Note — Only active KeyNavigator user can be added as Company Contacts.

31



KeyNavigator® | KeyBank ©—x _ _
Service Center User Guide

Items to Approve Tab

This tab shows all items pending approval. It will show the user that submitted the request, as well as the
item requested.

Service Center  ACME WIDGETS INC | Commen Services Profile: ACME WIDGETS INC (DEMOBETTY) )

Company Users A Company Administration Secondary Authorization
Company Accounts

Company Services Items To Approve

Company Reports
T

Company Profile

Date Originator User

items To Approve I =
L2 Demo User 1 Demo User 2

Service Requests 101872021 Demo User 1 Demo User 2

101182021 Demo User 1 Demo User 2
102072021 Demo User 1 Demo User 2

102172021 Demo User 1 Demo User 2

Items | Requested

T

Date Originator User

10r252021 Demo User 1 Demo User 2

Demo User 1 Demo User 2

102672021

Secondary Authorization Overview

Secondary authorization is available for several Service Center edits. If selected, these actions will require
approval prior to system processing:

Edit Role Required to Decision Policy

Adding a new user KeyNavigator Platform Approver | Optional
Resetting a user’s password KeyNavigator Platform Approver | Optional
Granting/updating mobile access KeyNavigator Platform Approver | Optional
Updating account management access including Common Services Approver Optional

Account Reconcilement Services (ARP/Check Issue
Maintenance), Fraud Services (Positive Pay/Payment
Protection), Transaction Services (Stop Payment), and
Image Research Center

Granting/updating wire access Common Services Approver Required

Secondary Authorization for Wire Maintenance

Due to the high-risk nature of wire payments, all wire edits submitted through Service Center require
secondary authorization by a user with the Common Services Approver role before the changes are
processed. This includes any modifications to user access to the wire module, wire payment accounts,
transaction limits, etc.

Please Note — Companies with only two KeyNavigator user must opt-out of all secondary
authorization options to use Service Center.

To opt-out of secondary authorization for wire edits, an Authorized Signer must execute the Secondary
Authorization Waiver and Release Form for KeyNavigator® Self-Service Wire Maintenance.

To request this waiver, contact a member of your KeyBank team or Commercial Banking Services at 800-
539-9039. Specialists are available from 8am to 8pm ET, Monday through Friday on bank business days.
For clients using a TDD/TYY device, please call 1-800-539-8336.
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Note for Small Businesses:

Service Center users are prohibited from submitting or authorizing changes to their own system access.
This is an important security feature meant to protect your company’s assets.

Due to this rule, companies with only one KeyNavigator user cannot take advantage Service Center and
companies with only two KeyNavigator users must opt-out of all secondary authorization options to use
Service Center.

Secondary Authorization Preferences

If the Add User preference is selected, authorization by a Platform Approver is required anytime a Platform
Administrator creates a new user.

If the Reset Password preference is selected, authorization by a Platform Approver is required anytime a
Platform Administrator resets a password.

Commeon Services Profile: ACME WIDGETS INC (DEMOBETTY)

~ Company Administration Secondary Authorization

Add User Secondary Auth Reset Password Secondary Auth Add Mobile Secondary Auth

Mobile Preferences

If the Mobile Web preference is selected, the company is set-up for Mobile Web access. Client users with
the Platform Administrator role can update user access to the mobile website within Service Center.

If the Mobile App (MRDC) preference is selected, the company set-up to use the KeyNavigator Mobile
Deposit App (MRDC). Client users with the Platform Administrator role can update user access to the
mobile app within Service Center.

If the Add Mobile Secondary Auth preference is selected, authorization by a Platform Approver is
required anytime a Platform Administrator grants access to KeyNavigator Mobile Web or the KeyNavigator
Mobile Deposit App.

Review, Approve, Reject

Items in the Maintenance Queue on the Service Center Homepage are listed by submission date (oldest to
newest). Service Center users can re-sort the items by Date, Action, Originator, or User by clicking on the
column headers.

Items To Approve

T 51tema found

Date Action Originator User

1041512021 Demo User 1 Demo User 2
10018/2021 Demo User 1 Demo User 2
1041812021 Demo User 1 Demo User 2
10:202021 Demo User 1 Demo User 2
10:2 Demo User 1 Demo User 2

Iters | Requested
T 2 Itema found

Date Action Originator Usar

102572021 Demo User 1 Demo User 2

102872021 Demo User 1 Demo User 2
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Approving or Rejecting Edits Submitted in Service Center
Pending changes can be approved or rejected in three places:

1. Service Center = Items to Approve

2. KeyNavigator Dashboard = Items to Approve

3. KeyNavigator Mobile Website = Self Service

Users with the KeyNavigator Platform Approver role can decision:

e New KeyNavigator users
e Password resets
e User access to Mobile App or Mobile Web

Users with the Common Services Approver role can decision:

e User access to Wires

e User access to Account Reconcilement Services (ARP/Check Issue Maintenance), Fraud Services
(Positive Pay/Payment Protection), Transaction Services (Stop Payment), and Image Research
Center

Customer Support
9% Online Help

You can learn more about KeyNavigator by clicking the Online Help icon at the top right of Service Center
or by clicking Support at the top right of any page, then clicking Online Help.

Commercial Banking Services

If you need additional assistance, contact Commercial Banking Services at 800-539-9039. For clients using
a TDD/TYY device, please call 1-800-539-8336.

Specialists are available from 8am to 8pm ET, Monday through Friday on bank business days.

Helpful Resources

Y. Contact Us

{; Online Help
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