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1. Phone Currency and Coin Ordering

Here are step-by-step instructions for how to place your currency and coin orders by
phone through Key’s interactive voice response system.

1.1 Tipsfor Placing Currency and Coin Phone Orders

e If at any time you need to add a new user, reset your PIN, need assistance with
placing your order, or have any questions, please contact Key’s interactive
voice response system (VRU) number at 800-363-1491 and select option 2.

e Listen carefully to system messages as they walk you through each step to place
an order

NOTE: Should you hang up during the ordering process before the ‘order number’ and ‘delivery
date’ have been issued, the order will not be accepted and cannot be processed. Please
contact Key’s interactive voice response system (VRU) number at 800-363-1491 and select
option 2 to ensure order was not placed.
e ltis strongly suggested that you make copies of the Currency and Coin Ordering
Worksheet found in this User Guide to use for each order and retain this order
information until delivery.

e Be sure to document your order confirmation number on your order worksheet.

¢ Inthe event of an invalid entry, the system will prompt you to re-enter your
information. Afterthree invalid entries, the system will cancel your request and
transfer your call to the Corporate Client Service Center for assistance.

NOTE: Screenshots in this guide may show functionality that your organization
does not have. All options may not be available in all locations. Please consult
your Payments Advisor with questions regarding Currency and Coin Ordering
options.
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1.2 How to Place Currency and Coin Phone Orders

Currency and coin orders must be placed by your standard order cut-off time setup
when you established your vault services. If you have questions regarding your order
cut-off time, please contact Key’s interactive voice response system (VRU)
number at

800-363-1491 and select option 2. When calling the automated currency and coin
ordering system, the following information is required:

e Standard Product codes and minimum order values, located on the ordering
worksheet

e Client ID Number: Providedto the ordering location
o UserID Number:4 digits, provided to the ordering location
¢ PIN: 6 digits, provided to the ordering location
NOTE: The system will require you to reset your PIN upon your first use. Your
@ new PIN cannot begin with a zero (0), cannot be a PIN used previously, and

cannot have recurring digits like 111, 222, etc The PIN will automatically reset
six months after the last reset and a new PIN will need to be set.

To place your order, follow the steps below:

1. Dial the automated ordering system at 800-363-1491
2. Press 1 to place your order

3. Enteryour Client ID, followed by the pound sign (#)
4. Enter your User ID, followed by the pound sign (#)
5. Enter your PIN, followed by the pound sign (#)

NOTE: At this point during your phone order, your details will be validated.
Please wait for the system response to continue.

6. Enteryour order using the standard format of product codes and value. For
example: 501 “Enter the amount you wish to order” 100# (see Ordering
Worksheet for product codes)

7. The system will repeat what was ordered; Press 1 to confirm or 2 to re-enter

8. Press 1 to add additional items or press 2 to complete order and select
delivery date
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9. You will then receive the following message “Your Next Available Delivery Date
is...”

a. To accept this delivery date, press 1

b. Toenter your own delivery date, press 2. Enter the date in the 2-digit month,
2-digit day, and 4-digit year format, followed by the pound or hash key (#)

10. The system will repeat the order details and delivery date
a To accept, press 1
b. To make changes, press 2

11. Write down your confirmation number on order worksheet

12. Press 1 to place another order, press 2 forthe Operator, hang up to exit the
system
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2. Online Currency and Coin Ordering

Product
Minimum Order Dollar Value Keypad Entry Order Worksheet

Strapped Currency

Ones 501 $100 501 100# 501
Twos 502 $200 502 200# 502
Fives 503 $500 503 500# 503
Tens 504 $1,000 504 1000# 504
Twenties 505 $2,000 505 2000# 505
Fifties 506 $5,000 506 5000# 506
Hundreds 507 $10,000 507 10000# 507
Ones 508 $1 508 1# 508
Twos 509 $2 509 2# 509
Fives 510 $5 510 5# 510
Tens 511 $10 511 10# 511
Twenties 512 $20 512 20# 512
Fifties 513 $50 513 50# 513
Hundreds 514 $100 514 100# 514
Pennies 524 $25 524 25# 524
Nickels 525 $100 525 100# 525
Dimes 526 $250 526 250# 526
Quarters 527 $500 527 500# 527
Halves 528 $500 528 500# 528
Dollars 529 $1,000 529 1000# 529
Pennies 530 $1 530 1# 530
Nickels 531 $2 531 2# 531
Dimes 532 $5 532 5# 532
Quarters 533 $10 533 10# 533
Halves 534 $10 533 10# 534
Dollars 535 $25 535 25# 535
Pennies 536 $50 536 50# 536
Nickels 537 $200 537 200# 537
Dimes 538 $1,000 538 1000# 538
Quarters 539 $1,000 539 1000# 539
Halves 540 $1,000 540 1000# 540
Dollars 541 $2,000 541 2000# 541
Order Placed Date Order Total $

Order Delivery Date Order Confirmation #

This section will provide you with step-by-step instructions for how to place currency
and coin orders online through KeyNavigatorSM, Screenshots have also been
provided along with the instructions to guide you through the process.
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21 How to Place Currency and Coin Orders online with
KeyNavigator

1. From your internet browser, go to www.key.com, corporate tab on the top of screen in
order to log into KeyNavigator.
e Enteryour User ID and Password in the KeyNavigator sign-on box and click
the Sign On button.

nt and Software Acquisitio s »-
& Tax-Strategies

Evplore aur cutling ofimparant factors to consider When investing in new equipme m
including possible tax changes that might impact your business.

Compare Your Oglians Here

@ NOTE: Actual Website images may change from time to time.

2. Onceyou are logged into KeyNavigator, under the Quicklinks in the top left
hand corner, click the gear icon to create a Quicklink.

KeyNavigator~ | KQYBEI‘II(O'H 2% Message Center @ support | §F Administration | [ Logout

Dashboard Reporting & Research Payables

Welcome Back, Betty LastLogin:
Quicklinks Lo y Betty Last Login

Shie i 8 Sk A GO yiokae Keep Business Moving

fore »

3. From the Customize Your Quicklinks screen, scroll down to the Specialized
Services section and select Cash Vault Currency & Coin Order. Click Done.

©2023 KeyCorp. 230330-1999208 8
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Customize Your Quicklinks

Click the Calegories below to view a list of Quicklinks. Select up to 5 Quicklinks to place them on your dashboard

e Selected - 9 Remaining

F MECEIVAEDIES - UepuUsIL Luncelurauun (1v)

~
> File Services (1)
> Card Services (3)

v Specialized Services (5) @) Selected

[ APTEXX

A Cash VE_U\I Currency & Coin Order I

[C] File Translator

LE] Foreign Currency Exchange I

[[] Key Total Invoice & Key Total Pay
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4. Then, under your customized Quicklinks section, click on the Cash Vault
Currency & Coin Order link.

KeyNavigator™ | KeyBankO-lr B Message Center @ support | &b Administration | (# Logout

Dashboard Reporing & Research Receiva S Card Services specialized Servies

Welcome Back, Be " - A/R8I2016 - 343 PM
Quicklinks & tty LastLogin

Cash Vault Currency & Coin Otder

Foreign Cumency Exchange - Keep Business MOVII'IQ
i - af ve ACH :-r.l':=' of just ch k. :.=-" es ; ;
Leamn More

5. Afteryou click the Cash Vault Currency & Coin Order tab, the next screen will
be the Cash Vault Ordering System main log-in. Here, you will enter your
existing Client ID, User ID, and PIN.

KeyBank
&% | CashVault Ordering System

Login
Client ID

User ID

PIN

PIN upon your first log in. Your new PIN cannot begin with a zero (0), cannot be a PIN
used previously, and cannot have recurring digits like 111, 222, etc

NOTE: The PIN will automatically reset six months after the last reset and a new PIN will
need to be set.

@ If you are a new user of the Vault Ordering System, the system will prompt you to change your

For existing users of the Vault Ordering System, your Client ID, User ID, and PIN are
synchronized to be the same online as what you useto place currency and coin orders via
phone. For this reason, if you change your PIN online, your PIN for the phone system will
also change. If you call to have your PIN changed through the phone system, yourPIN for
online ordering will also change.
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6. Once you are logged into the Cash Vault Ordering System, you will be taken
directly to the screen used to place an order.

< | CashVault Ordering System

B e O oo O Gy vared ooy Log O

Client Name: ABC Inc.- 0001 Location: 00000000001234-5678
Place Order Step 1 of2

[owrency Twoer & USD

- |

Oder Totw [1C0)0200

U0 Produst Ty Elrnemams Ordur Amesart A OF Ovdat
Curvesy

300 t R Jreeetod
L1 40 [Fonatoe
10 120 jrosdtod
" 310 [vecdloc
$ s [R5
3 12 [rmow
L 1] i [10d0 0
|
Dot 324 [3300
sanas 310 [ow
[ 310 [t
Cremas 1 [£5s
Packein 82 [
Feried i [ToF
g Lovm

Cedan $ 2009 | B2
EE $ W0 | 10l 6
G prtory 1000 | 00000
Ly $ 000 [ 000 00
ok sh $200 |00
Fenruey 550 [

To place your order you will need to complete the following fields:

©2023 KeyCorp. 230330-1999208
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e Delivery Date: Based on your standard daily order cut-offs, if you select a
delivery date that we are unable to fulfill, you will receive an error message

asking you to change your delivery date. Rush order deliveries may be available

by contacting KeyBank’s Commercial Banking Services at 800-821- 2829.

KeyBank ]
= | CashVault Ordering System

Place Order Order Higtory Log Off

Client Name: ABCInc.- 0001 Location: 00000000001233-5678

TOUr selected debeery dale is invaid If pou need assislance, plaase
cortact the Comorale Business Banking Cenler al 1-800-363-1431

e Create Your Order:
o Enter amounts in the Amount of Order column on the right

o The Order Total field will automatically populate with the total amount
of your order

o Entered amounts can be edited at any time on this page

Error messages will appear if invalid information is entered in any fields
Click Review Order to see an order summary before you submit it.

©2023 KeyCorp. 230330-1999208
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7. Review your order to ensure order accuracy. The screen will bring up a summary
of your order including order total, currency breakdown, delivery date, and
confirmation number.
KeyBank

©=x | CashVault Ordering System

Piace Ordor Order History Log ON

Chlient Name: ABCInc.- 0001 Location: 00000000001234-5678

Review Order Step 203

Delvery Date: Wednesday March 19, 2014
Order Total: § 103303.00

‘i‘
;

$100 $10000.00
550 $50000.00
520 §20000.00
510 510000.00
§ §5000.00
52 $2000.00
£ §1000.00
Dollars $25.00
Hahes §10.00
Cuaners $10.00
Dimes £5.00
Nickals $2.00
Pennies £1.00
Dollars $2000.00
Halves £1000.00
Quaners $1000.00
Dimes §1000,00
Nickels 5$200.00
Pennigs $50.00

T

If you need to cancel an order, press the Cancel Order button. You will
receive a message asking if you are sure you want to cancel your order. Click
OK to complete the cancellation.

Message from webosgRRNE

Cancel this order?
Crder will not be seved

o] co |

©2023 KeyCorp. 230330-1999208 13
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8. Submit your currency and coin order or edit your order.

e Ifyourorder is correct, click Submit Order to process your order. You will then

receive a confirmation number for your order. Click Print to print a copy of the
page for your records.

¢ Ifyou need to change your order, click Edit Order. You will then be taken to the
main order screen where any changes change be made. The order total will
automatically update based on any changes made.

¢ If you need to place another currency order, click Place Another Order. You will
then be asked to log in again with your credentials. You may place another order
for the same location (same credentials) or for a differentlocation of your
company.

o You may submit multiple orders forthe same location that are to be delivered
on different days.

e Ifyou are finished with your orders, click Log Off.
KeyBank |
&% | CashVaultOrgering System
Ordar History ag O

Piace Order L

Client Name: ABC inc. - 6001 Location; 0000000:0001234-5678
Order Confirmation Step3of 2

Your arder canfiomation number i 279747
Delvery Date Wednesday March 19, 20714
Order Tolal: $103303.00

Denorination Type Value
100 $10000.00
850 S20000.00
&30 52000000
510 1000000
$ 500000
&2 5200000
81 $1000.00

Dolars S25.00

Hihes 510,00
Cuarters S10.400
Dimes $5.00
Nickels $2.00

Pennies 3100

Dollars £2000.00

Hales $1000.00

Quarles $1000.00

Dimas $1000.00

hickeis S200.00

Ponndas £50.00
[ o]
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3. Retrieving Your Currency and Coin Order History

To view past orders, or to see if an order you recently placed is confirmed, click
Order History from the top navigation menu of the Cash Vault Ordering System.

KeyBank |
&= | CashVault Ordering System
PR O e O v HirRl oy Liog Of

Select a Start Date and End Date for your order history search. Searches can be
conducted in 30-day spans.

KeyBank
©&=x | CashVault Ordering System

Place Order Order History Log O

Client Name: ABCD XYZ Location: Cleveland

Order History

Search Records

Start Date 02/24/2013 End Date [02/25/2013 m

o Feb B 2013 [+]

Su Mo Tu We Th Fr Sa

[ 2
5] 4] 5| o] 7| ] 9
I ] K IRE R KT K
[ e[ o] o] [ 22 73
24 5] 20| o] ]

@ If your search criterion is beyond the 30-day window, you will receive an error
message.

When the search results display, the Confirmation Number is a link that will display a
complete summary of that order.
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Flace Order

Client Name

‘ Cash Vault Ordering System

Order History Log Our

s ABCD XYZ Location: Claveland

Order History

Search Records

Star Date  0224/2013 End Date (212672013

Talal number of orders for the seledad order dale range: 2

Order Date Confirmation Humber Order Total Exp=cted Delivery Date

QRIE42013 RIFAL Y H36.000.00 Q2252013

DZEI013 / 123423 52,400.00 02222013
Confirmation Humber Denomination Type Value
342342 3100 52,000.00
343342 SED 2 000.00
34323242 £20 $2,000.00
342342 £10 %1,000.00
342342 85 35000.00
342342 52 F200.00
347342 51 200.00
Coin
342342 Dollars F100.00
342342 Halves 52,000.00
347347 Quartars £1.000.00
343342 Dimes $500.00
343342 Hickels $100.00
342342 Fennies F100.00
3433472 Dallars F100.00
342342 Halves $2,000.00
342342 Quarters F1,000.00
342342 Dimes F300.00
342342 Mickels F100.00
347242 Pennies $100.00

Order Total: $36,000.00

©2023 KeyCorp. 230330-1999208
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