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Business Banking Overview

Our new Business Banking platform is focused on providing a digital banking experience to
seamlessly review, monitor and manage finances of your business. Businesses have unique
online banking requirements that are not available in retail banking, such as: multiple users with
specific roles, Business ACH and Business Wires, Remote Deposit Capture, Check Positive
Pay, Transaction limits, and Authentication.

Getting Started

Browser and Device Support

Access your accounts via desktop, tablet, or mobile devices anytime, anywhere. For an
optimal experience, ensure your devices are using the most updated versions of software
available.
e Browser Support — Please note, Internet Explorer 11 does not support online banking
and standards that are implemented in newer browsers.
Google Chrome: Latest 2 versions
Firefox: Latest 2 versions
Microsoft Edge: Latest 2 versions
Safari: Last 2 major versions or 1 major version if over 1-year-old
Chrome for Android: Supports the current device OS browser
o Mobile Safari for iOS: Supports the current device OS browser
e Device Support —
o Windows: Versions still supported by Microsoft & support a browser listed
above
o OS X: Versions still supported by Apple & support a browser listed above
o Android: Current version and the prior two major versions
o iOS: Current and the prior two major versions

O O O O O

First Time Log In — Converted Users

First, navigate to our website (www.ffbla.bank) and click Forgot Password. In the new
platform, a password is required at each log-in.

Step 1: Choose Reset my Business Sub User Password.

Step 2: Verify Your Identity by entering your Username, Email Address, and Business
Zip Code and click Continue.

Step 3: Receive Verification Code Method — Choose SMS Text or Voice Call.
Step 4: Enter Verification Code and click Verify.

Step 5: Create Password and Confirm Password. Your new password must meet the
minimum requirement listed below.


http://www.ffbla.bank/
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Step 6: Answer the Multi-Factor Authentication Questions.

Username Requirement Default Password Requirement Default
Minimum Length 8 Minimum Length 9
Maximum Length 40 Must include a Number Yes
Allow Alpha Characters Yes Must include an Uppercase Letter Yes
Allow Numeric Characters | Yes Must include a Lowercase Letter Yes
Allow Special Characters | Yes Must include a Non-Alphanumeric Yes

Enroll in Multi-Factor Authentication (MFA)

Hard Token:
Step 1: Choose Hard Token from the token options and click Register

Step 2: Enter Token Name and Token Serial Number located on the back of your token
and click Enroll

Step 3: Review and agree to disclosures

Soft Token:

1. Download the Entrust Identity Mobile Application from your & Entrust Identity
App Store or Google Play Store and search for Entrust
IdentityGuard Mobile App.

4454 4636

Optional: On the Notifications Permissions screen, enable all Notification Permissions
by clicking Allow
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2. Review and agree to the End 1:35 R
A 4 App Store
User License Agreement
END USER LICENSE AGREEMENT ADD ACCOUNT
This ENTRUST MOBILE APPLICATION END USER | '
H = LICENSE AGREEMENT (collectively with any terms and Let S get Started-
3. Select the Add identity later - - :
conditions referenced therein - the "EULA") contain the
option terms and conditions that govern your access to, and/ Select one of the following options to register
or download, installation, and/or use of, the Software. your identity with this app.

Terms not otherwise defined in this EULA shall have
the meanings set forth in Section 1 (Definitions) below.

You agree to be bound by this EULA through: (i) your Scan the QR Code from your identity
download, installation, access, or use of the Software; provider.
or (ii) your express agreement to this EULA, including,

ithout limitati h A i imil. 1 g "
without limitation, when an "Accept" or similar button, Add a Passcode identity.
andfor a check box presented with this EULA is clicked

andfor checked by you.

You, as the individual downloading, installing,

g
N0

Add identity later.

accessing, or using the Software, or clicking andfor

checking the aforementioned buttons andfor boxes,
represent and warrant that you are lawfully able to
enter into contracts (e.g. you are not a minor). IF YOU
DO NOT ACCEPT THE TERMS AND CONDITIONS OF
THIS EULA, YOU SHALL NOT ACCESS, USE,
DOWNLOAD, OR INSTALL THE SOFTWARE.
CONTINUED RIGHT TO ACCESS AND USE THE
SOFTWARE IS CONTINGENT ON YOUR CONTINUED
COMPLIANCE WITH THE TERMS AND CONDITIONS OF
THIS EULA.

Thic FIN A ie hatwean Youn and (i) Fntrist Carnoration

Once you have established your permanent

password, you will be asked to enroll in multi- Enroll in multi-factor
authentication

factor authentication and register your Entrust

Security Token.
Hard Token
4, Click on the Soft Token option and a i
checkmark will be displayed to the right. l l
Select Register.
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5. Open your Entrust IdentityGuard App which you previously

downloaded from your App Store or Google Play Store. S

a. Select the icon labeled +Add identity

b. Select the Manual option (the Manual option will be the
2" on the list)

=D @

Manual Vd

® a X o
(© . By
Identities Actions QR Scan Settings
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c. Add the required information as noted below into your Entrust IdentityGuard Mobile App.
Information for the Serial number and Activation Code will be found on your computer screen.

1. Enteryour preferred Identity Name (i.e. FFBLA, or your Company name)
@ 2. Enter the Serial Number and Activation Code which are displayed on your computer
screen. (The Provider URL is not required.)

@ 3. Select the Blue Check Mark to proceed.

12:38 ol =
— Smart Card
Soft Token Activation Enroll in Soft Token

Fill these fields to proceed with the activation. Step 1 Step 2
Download and install resent a registration code
Entrust ldentityGuard Mobile app. Enter i omplete the token registration

process.

& Name FFBLA ACH @ On your device, fill out the following serial
number and activation code: P
123456-78910

B Provider URL Activation code
1234-5678-9676-5432

+ Serial Number
123456-78910

@ Back
©Or Activation Code

1234-5678-9876-5432

©Q

Please read the next steps very carefully. Do NOT select
Activate until you have entered the Registration Code on

your computer screen.
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4. Onyour Entrust IdentityGuard Mobile App, a Registration Code will display.

D

Select Enroll

@O

ACTIVATE IDENTITY

Enter the code below on your portal page, of
give it to your administrator or help desk, to
complete the activation process. This code
will not be displayed again.

Do NOT select the Activate option yet as the Registration Code needs to be entered
into your computer screen.

Enter the Registration Code displayed in your mobile app into the computer screen.

Once you have selected Enroll on your computer screen, you may proceed with selecting
Activate on your mobile device.

Fegistration Code

04000-28817

= portal, administrator or help desk

E &4 & 2

——
[ !have provided the registration code o the

Enroll in Soft Token

Step 1

Download and instal

Entrust IdentityGuard Mobile app.

On your device, fill out the following serial

Sernial number
123456-78910

1234-5678-8876-5432

@

Step 2

The app will now present a registration code.
Enter it below to complete the token registration
process.

Registration

0400028817

@ Back
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5. Onthe Entrust IdentityGuard App

1. Enter and confirm a 4-digit PIN St Al Sl A LA AL
number of your choice to ensure Enter your new identity PiN. Confirm Identity PIN
only you can access a security
code. @ é

Identity PIN Rules khantity PIN Rulss

& Voui sl snler & PIN Conlaning 4 Sigits & Must match previously antared identity PIN

6. Your Entrust Security Token is now
confirmed.

MEXT BACK CONFIRM

7. Review and agree to disclosures

Log In to Online Banking

First, navigate to our website (www.ffbla.bank), enter your username and password and click
Log in.

If you have the Token MFA Requirement enabled, you will be prompted to enter a verification
code generated by your token.

Note: You may be prompted to enter a token-generated passcode if you log in from an
unrecognized device, browser, |IP address, etc.

Hard Token:
Click the Entrust logo on your hard token to generate a verification code.

Soft Token:


http://www.ffbla.bank/
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1. Access your Entrust ldentityGuard App to receive a verification code, you will need to select
Verify and enter your 4-digit PIN to confirm your identity.

2. Your Token Code will then appear and can be entered into the verification code field in Online

Banking.
5:08 will F K
IDENTITIES E — IDENTITIES
TORENS Unlock Token Identity TOKENS
a FFBLA ACH FFBLA ACH C FFBLA ACH
VERIFY 1266 9519
Forgot your PIN?
1 2 3
ABC DEF
4 5 6
GHI JEL MMO
7 8 9
5 0 &
® a 89 e ® a a5 e
idanties Actions QR Sean Settings dantities Actioen ORt Scan Sattings

Forgot Password

From our website (www.ffbla.bank), click Forgot Password.

Step 1: Choose Reset my Business Sub User Password.

Step 2: Verify Your Identity by entering your Username, Email, and Business Zip Code
and click Continue

Step 3: Password Reset Method — Choose SMS Text or Voice Call
Step 4: Enter Verification Code and click Verify

Step 5: Create Password and Confirm Password. Your new password must meet the
minimum requirement listed above in the Username and Password

Requirement table.

10
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Login Grouping — Applies to Select Clients Only

This feature allows business users to easily access all their accounts from a single login.
Without Login Grouping, users with multiple accounts between their business profiles (such
as CPAs) will be prompted to enable biometrics each time they switch between accounts.
With Login Grouping, the system will allow the user to move between accounts without
prompting for additional verification.

Switch Profiles (Desktop)

1. Click your profile icon.
2. Click Switch Profile.

A1 Property Man...

Dashboard Accounts Transfer & Pay Business Services Tools
2. Switch Profile

@ Settings
A t |
ccounts
3 Log Out
=: @ Corporate Operating Acct. d Balance Available Bala
Q, Search = B B o ‘ -
@ Shared Account ***8010 $42 807.39 $42,807.39
Business Cheeking Transactions  Account Details  Analytics
5 accounts $92,848679 2~ ——————
@ Corporate Operating A... 542,807.39 Q, Search T Sort By: Default w 4+

The system lists all the profiles associated with your Login Group.

Switch Profile

"I ' A1Property Management
James Anderson
{Andersan (Business Sub Liser)

f"‘ James Anderson
James Anderson v
Yy

.] XYZ Corp

James Anderson

E Alpha Inc.

Andrew Jameson

3. Select the profile you want and click Done.

The Dashboard opens for the selected profile.

11
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Switch Profiles (Mobile)

1. Click your profile icon.

* v
o b
Accounts
® Corporate Operating... ----8010 &>
$42,542.43 Avaliable now
@ Lakefront Apts Oper... ----3394 <=

$ 1 1 ' 234_98 Current Balance

Lakeside Townhome... ----3394

$ 1 8'1 13.7 7 current Balance

@ Waterfront Apts Ope... ----3394 &

$21’393.23 Current Balance

<+ Open or Link an Account

2. Tap Switch Profile.

r 3

e A1 Property Management
‘ Last Login: Aug 17, 2023

2, Switch Profile
8 Settings

[5* Logout

The system lists all the profiles associated with your Login Group.

3. Tap the profile you want. The Dashboard opens for the selected profile.

12
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Profiles

‘l ‘.- A1 Property Management
James Anderson

JAnderson (Business Sub User)

James Anderson

’_{‘\

James Andersan v
JAndy (Retail)

‘] XYZ Corp

James Anderson

JamesA (Retail)

ﬂ Alpha Inc.

Andrew Jameson

Adameson (Business Sub User)

Dashboard Overview

Once you have successfully logged in, the dashboard will provide immediate access to the
features you will likely use the most, requiring fewer clicks to perform financial tasks online.
Here is a high-level overview of the summary dashboard from a desktop view.

1. Actionable Alerts that require action from you are displayed here towards the top of the
page.

2. Accounts are grouped by Account Type Class (e.g., Checking, Savings, Certificates,
Loans)

3. Linked External Accounts from other Financial Institutions

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

5. Dashboard Settings allows you to choose the account you'd like to appear on your
dashboard. You must select at least one account.

Profile Icon

You can find the Profile icon at the top, right-hand corner of the home page. Within this icon,
you can easily access Switch Profile, Settings, and Log Out.

¢ Switch Profile: When enabled, you can easily navigate between your accounts
grouped by company, within one login.

e Settings: View, update, and manage settings that are applicable to your account
and overall online banking experience.

e Log Out: Securely leave your Log In session.

13
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Message Icon

The Message icon may be found at the top, right-hand corner of the home page. Within the
Message Center you can compose a new message to First Federal Bank as well as view
received and sent messages.

Categories Overview

We've organized information within five navigation menu categories located at the top of your
dashboard to help you quickly and seamless navigate to the features and tools you'll use the
most.

This guide will show the default layout for the dashboard navigation.

Category What'’s inside?

o Accounts: Gain a comprehensive view of your account
details and transaction history
o eDocuments: View documentation related to your
Accounts accounts (statements, tax documents, etc.).
e Checking Services: Stop payment on a check and reorder
checks. View past stop payment requests.

¢ Spending: Create and manage income and expense
thresholds

¢ Savings Goals: Create, manage, and track progress on
your savings goals

Financial Planning

o Transfers and Payments: Perform an immediate transfer
of funds, pay loans, schedule future or recurring transfers,
link internal or external accounts

¢ Bill Pay: Make a payment, manage the payee’s
information and details, add payees, and view the payment
history or scheduled activity and manage eBills. This

Transfer & Pay feature is available to authorized business account signers
only.

o Mortgage: Manage and pay your mortgage

o Loan Payments: Manage and pay your loans

e Locations: Locate one of our branches and/or ATM
locations
Settings & Tools e Secure Forms: Submit forms to request applicable
services.
e Settings: Update and manage settings for your profile,
security, and notifications.

14
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e Message Center: Send messages and respond to
inquiries using the secure message center.

o Alerts: Set and manage banking alerts to stay aware and
help prevent fraudulent activity.

o Business Reports: Access reports to yield new insights on
your payment details and transaction history.

¢ Business Admin: Set up, maintain, and manage payees
and authorizations.

o Treasury Management Services: Access treasury
management services that you have permission to such as
Business ACH, Business Wires, Remote Deposit Capture,
and Positive Pay.

o Business Analytics: Access interactive charts, major
business metrics, payment management, and other useful
business analysis tools.

Business Services

Business Services Menu

The Business Services menu provides you with the tools to set up, maintain, and manage the
various aspects of your digital banking experience. It is the foundation for all other Business
menus, such as Business Admin, Business ACH, Business Wires, Business Reports, and
Business Analytics.

15
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FEDERAL
J/sank 8
Dashboard Accounts Financial Planning Transfer & Pay Settings & Tools Business Services
Business Services
Busi Admi
USIness mln Business Wires Desktop Remote Deposit
Business Reports Check Positive Pa
Authorizations Payees 2 : ¥
e Business Admin Business Analytics
Authorization Requests Business ACH

ACH
sort By: | Date t

External Transfers

DATE ACCOUNTS AMOUNT STATUS
Internal Transfers

PENDING REQUESTS

Wires

You have no pending ACH authorization requests.

Business Admin

The Business Admin widget serves as the hub for Authorizations and Payees. Business users
can click Business Admin from the menu to access the Business Admin widget.

Add a Payee

Before a business ACH template or wire transfer can be submitted, you must set up Payees
(the recipients of the ACH or wire transfer) in the platform. You can set up a payee (or several)
for your business by accessing the Payees tab, located within the Business Admin menu. From
here, users who are assigned the Manage Payees permission can add, edit, and delete payees.

On the Payees tab within the Business Admin menu, click Add New Payee. A new drawer will
open where you will enter the payee’s details. You must select if the payee is a Person or a
Business. Then enter the payee’s Full Name and Address. You can enter information in the
other optional fields to further classify the payee, if desired. Lastly, you will click Add Payee.

16
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- -
Business Admin o eo
Authorizations Payees
All payees + Add New Payee
Add new payee
Q| Type: All v
Payee details
NAME 4 PAYEE ID 2 person [ Business o
Selecting a payee's type is required, A payee's type is an
BOb JOneS Emplﬂyee - Bob JOnES identification tool to help with payment processing. Once this field is
saved it cannot be edited.
Full Nama *
Jane Diamond Founder - Jane Diamond
B Lea Goins leagoins0001 g

Payee's address is required to utilize wire payment methods.

@ Add address o

After selecting the payee, use the pencil icon to edit the Payee Details and use the trashcan
icon to Delete a Payee.

Add a Payment Method

A payment method is a set of payment instructions related to specific types of payments (either
ACH or wires) that will be used by the business banking menus to simplify the payment process.
Once a payment method is added to a payee, that payee will then be eligible for payments
related to the added payment method.

On the Payees tab, select the payee you created from the payee list. Scroll to the Payment
methods section and click the plus sign to add a payment method. Choose the Payment
method type by selecting one of the tiles. Complete the required information for the chosen
payment method (Payee’s type, Routing Number, Account type, Account Number, etc.). Click
Save.

Use the pencil icon next to the payment method to make edits to that method and use the
trashcan icon to Delete a Payment Method.

17



Business User Guide

Authorize or Reject Transfer Request

The Business Admin menu defaults to display the Authorizations tab. Select the transaction
type to view transactions that are in the Needs Authorization Status. Then you can choose to
authorize or reject.

1 1 O 3
Business Admin e e o
Authorizations __ Payees
Authorization Rﬂ!ests
ACH

o Sort By: | Date : 1t n
External Transfers

DATE ACCOUNTS AMOUNT STATUS

Internal Transfers
PENDING REQUESTS
Wires UM BakerE Delivery Services
27 | Business Checking —10

€00, CRENNTS

Business ACH

If your user has Business ACH permissions, the Business ACH widget allows you to complete
the following actions. You may reference the Business ACH Training Guide for Business ACH
instructions.

1. Create ACH templates

2. Edit/Delete ACH templates
3. Authorize ACH templates
4. Submit ACH templates

18
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Business Wires

If your user has Business Wire permissions, the Business Wires widget allows qualified accounts
to send out wire transfers. Users will have the ability to complete the actions below. You may
reference the Business Wires Training Guide to access instruction for using this widget.

1. Create wire payment requests
2. Authorize wire payment requests

3. Set limits

Business Reports

The Business Reports widget provides you with the ability to access Standard Reports and create
Custom Reports. Custom Report generation tools provide you with the ability to generate new
reports to yield new insights on your payment details and transaction history.

The main areas of the Business Reports Dashboard include:

1. Quick Filter Cards - Quick Filter Cards are located before the Balance Trend chart. They
show the current balance of all the business user's deposit accounts and loans. If the
business user clicks a Quick Filter Card, the Balance Trend chart is instantly filtered to
show trends for those accounts only; all other filter settings remain the same. The
selection on the Quick Filter Card cascades to the Balance Trend chart, Transaction
Summary, and the Transaction Overview.

2. Balance Trend - A line chart that shows the trend in deposit account balances for a
selected set of accounts over a selected Date Range.

3. Transaction Overview - A high-level bar chart that displays the sum of total debits and
credits for the selected deposit accounts on a daily basis for the selected Date Range.
The selected accounts and the selected date range are inherited from the options used
for the Balance Trend chart.

4. Transaction Summary - A detailed bar chart connected to the right side of the Balance
Trend chart. The Transaction Summary opens when a business user clicks a specific
point in the Balance Trend chart. The Transaction Summary displays sums of debits and
credits for the selected transaction types for the selected Date Range. The selected
accounts and date range are inherited from the options used for the Balance Trend chart.

19
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Business Reports

Dashboard Reports
Account Summary

Date Range | Past7 Days v
Now 23, 2023 - Nov 30, 2023 ' ’
Asset Accounts Only i Liability Accounts Only ] Both Asset and Liability i
o $58,015.00 $70,280.00 $3,135.00
Current Deposit Balance Current Loan Balance Current Deposit Balance
$8,498.00
1 $441.64 in the past 7 days +l- $303.64 in the past 7 days Current Loan Balance
o Balance Trend m Aggregated ) ?
Transaction
.r-.-'n.-k Anoount 1 ’ aeiedeemnmes ] Mock Aczount 4 Summary
000 Mov 23, 2023

Deposits: $8,603.87

0
MNov 23 MNov 25 Now 27 MNov 29

o Transaction Overview (Deposit Accounts Only)

' — [ — ] — [ mmmiigyments: $10,758.46

Customize the Quick Filter Card

You can customize the Quick Filter Cards on the Business Reports Dashboard for
advanced filtering based on their account viewing preferences.

To update a Quick Filter Card:
1. Click Settings for the Quick filter card to update.
o Update the Name of the Quick Filter Card.

o Select or clear the accounts to associate with the Quick Filter Card.

2. Click Update.

20
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Customize Accounts X

Name

Both Asset and Liability

Savings Select All

D | Mock Account 1 #1234
| Mock Account 2 #2345

D Mock Account 3 #3456

Checking Select All

| Mock Account 4 «==xx4567

[:] | Mock Account 5 #5678
[:] | Mock Account 6 6789
Loan Select All

| Mock Account 7 #3728
D | Mock Account 8 +++x+9gg7

D | Mock Account 9 #++xxxggg7

| |

Analysis

A business user can customize the Dashboard charts in the following ways:

1. Click a Quick Filter Card to update the entire Dashboard to display the accounts associated
with the Quick Filter Card. The Balance Trend chart legend shows the accounts associated
with the selected card.

N

. Update the Date Range to update every chart on the Dashboard to reflect the new period.

w

. Click accounts in the Balance Trend legend to hide them which updates all charts on the
Dashboard. This allows the business user to focus on specific accounts.

21
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4. Toggle between Individual or Aggregated to show a single line for every account
(Individual) or a single line that displays the total balance for all selected accounts
(Aggregated).

Business Reports

Dashboard  Reports

Account Summary obate Range | Past7Days v
Nov 23, 2023 - Nov 30, 2023
Asset Accounts Only e Liability Accounts Only & Both Asset and Liability &
$58,015.00 $70,280.00 $3,135.00
Current Deposit Balance Current Loan Balance Current Deposit Balance
© $8,498.00
/ $441.64 in the past 7 days \-$303.64 in the past 7 days Current Loan Balance

Balance Trend o @ Aggregated
o .Mock Account 7 ’Mook Account 8
$1,000

$500

$0 //W
$-500
Nov 23 Nov 25 Nov 27 Nov 29

Transaction Overview (Deposit Accounts Only)

Tooltips help the business user view details holding their mouse over any of the following areas:

1. The Balance Trend Chart tooltip displays the ending balance for the selected accounts
for a given day.

2. The Transaction Overview Graph tooltip displays the sum of all deposits and payments
to the selected deposit accounts on a given day.

3. The Transaction Summary tooltip displays details of how the total deposits or payments
are segmented based on transaction type.

22
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Business Reports

Dashboard  Reports

Account Summary Date Range | Past7Days v
Nov 23, 2023 - Nov 30, 2023
Asset Accounts Only & Liability Accounts Only & Both Asset and Liability &
$58,015.00 $70,280.00 $3,135.00
Current Deposit Balance Current Loan Balance Current Deposit Balance
$8,498.00
A $441.64 in the past 7 days \ $303.64 in the past 7 days Current Loan Balance
Balance Trend w Aggregated . ’
Transaction
.Mock Account 1 .MDCK Account 2 . Mock Account 4 Summary
$1,000 Nov 25, 2023

Deposits: $5,847.86

$500 Saturday, Nov 25, 2023

Mock Account 1: $400.36

$0
Deposit
$455.22

$-500 o Nov 25, 2023
Deposits

Nov 23 $5,847.86 5 Nov 27 Nov 29 ‘ I
Payments
Transaction Overview (it A 879239 jys only)
e — - — — —— — mmmiisyments: $8,192.39

Standard Reports

A Standard Report is a report that your FI makes available for any user with access to the
Business Reports widget. In the Business Reports widget, on the Reports tab, you can
access the Standard Report called the Daily Reconciliation Report.

Business Reports

Dashboard

Standard Reports

B8

Daily Reconciliation
Reports

23
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Daily Reconciliation Report

The Daily Reconciliation Report displays detailed information around the previous day’s
activity, including the previous day’s closing balance, the opening and ending balances, and all
transactions that occurred for the selected accounts.

Business Reports

Overview Reports

< All Reports =
. O 12/10/2018 = pdate
Mock Daily Reconciliation Report
D 9 Accounts Selected Cancel IEI cﬁ] vﬁl
CHECKING
2Ziazcounts | Basic Checking 7890
Basic Checking
7890 Previous Day Closing Balance $3,084.40
I Family Spending Opening Balance $3,284.40
5125
Ending Balance $3,084.40
SAVINGS
2 accounts
I Personal Savings | Personal Savings 6567
6567
D First Home Account Previous Day Closing Balance $4.40
7890
Opening Balance $6.40
Ending Balance $10.40

l Family Spending 5125

Previous Day Closing Balance $10,000.40
Opening Balance $12,000.40
Ending Balance $30,000.40

Create a Custom Report

A Custom Report is a report made by a business user with the Create Custom Report feature
in the Business Reports widget. When a business user saves a Custom Report, it is like saving
a query that allows them to regenerate that query on demand. All reports are saved with a
dynamic date range, such as yesterday or last month.

Within the Business Reports menu, select the Create Custom Report button.
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Business Reports <

Dashboard Reports

Standard Reports

B

Daily Reconciliation
Reports

Custom Reports

All Reports v Create Custom Report

Search | Type in Report Name Q ‘ Filter

Then, select the Custom Report Type and that type will display with default columns.

What type of report would you like to create? X

—
Acn r 3.4

ACH Details Transaction History Sub User Activity

Report of ¢

tions for Report of all sub users
actl ct

1. Click the Edit (pencil) icon next to the report name report. Click the Accept (checkmark)
button to save.

2. The Add / Remove Columns button will allow you to add or remove columns from the
Custom Report by checking the boxes next to the column to add (if the box is blank) or
remove (if the box is checked). Click the Update button to save the changes or click the
Cancel button to close the window without saving the changes.

3. Click the Save Dynamic Report button, enter a name, description, date range, and
share type and select to receive a notification via email when the report is ready.

4. Click the Save button to create the new Custom Report or click the Cancel button to
close the Custom Report without saving.
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Business Reports 2

Dashboard Reports

< All Reports o s b icR =
i ave Dynamic Repol
Untitled Report # o
Add / Remove Columns 0 Date Range

DATE v TEMPLATE COMPANY NAME v

Past 30 Days v

08 NOV 2023 Template99 My Comp
07 NOV 2023 Template98 My Comp
06 NOV 2023 Template97 My Comp

Edit Custom Reports

To Edit a Custom Report, select the report you would like to edit and make the appropriate
changes. Once all edits have been completed, click the Update Dynamic Report button.

Business Reports S
Dashboard Reports
< All Reports 3 b load R . Update Dy e =
s s ¥ Download Repor pdate Dynamic Repol
This is a sample report #299 ~
Add / Remove Columns Date Range Past 30 Days N

Delete Custom Reports

Use the Delete icon (trash can) to remove the Custom Report.

NAME DESCRIPTION CREATED ON
This is a sample report #300 This is the sample description for 27 May L4 ]
report #300

Business Analytics (upSWOT)

Business Analytics is a financial tool that provides small and medium-sized business users with
integrated solutions to analyze business health and performance. These solutions include
interactive charts, major business metrics, payment management, and other useful business
analysis tools.
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With Business Analytics comprehensive monitoring mechanism, business users can receive
timely and accurate notifications (insights) about changes in critical business performance
metrics.

Contact us for a copy of the Business Analytics User Guide for detailed information and setup
instructions.
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