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Overview

Lockbox Online provides a single dashboard for access to consistent information for all lockbox
remittances.

Use Lockbox Online to
e Viewreceivables information and images
e Search across lockboxes for remittance information
e Review, edit and resolve remittance exceptions

Many different features of Lockbox Online are shown in this guide. The specific features available to you
will depend on

e The processing options selected by your company

e Your personal access as set up by the user administrator

e Theimage and information retention period selected by your company

Login to Lockbox Online

Each user is presented with the Login screen.

e  Customer ID: input your Customer ID
e User ID: input your individual User ID
e Password: input your PIN followed by the 6 digits from your SecurelD device

This will provide access to your assigned lockboxes.

Need additional help?
B JOHNSON  contecreamuy

- Management Support
FINANCIAL GROUP« i '877236.2739.

Johnson Financial Group Image Lockbox Login

To access this system, you must be set up within this lockbox system by your organization's lockbox
viewer administrator and you must receive first-time login information from your organization's
lockbox viewer administrator.

Customer 1D
Please Enter Your Customer Identifier] User ID
User Identifier, PIN & Token PASSCODE

No Warranty

The information, materials and services contained in this site, including text, graphics, links or other items are provided "as is.” "as available.”
Neither provider nor any of its affilates, third party providers or licensors warrant the accuracy, adequacy or completeness of this
information, materials and services and expressly disclaim liabilty for errors or omissions in this information, materials and services. Nor
warranty of any kind, implied, express or statutory, including but not limited to the warranties of non-infringement of third party rights, title,
merchantabiliy, fitness for a particular purpose and freedom from computer virus is given in conjunction with the information, materials or
services.

Limitation of Liability

In no event will provider be liable for any damages, including without fimitation direct or indirect, special, incidental, or consequenial
damages, losses or expenses arising in connection with this site or use thereof or inability to use by any party, or in connection with any
failure of performance, error, omission, interruption, defect, delay in operation o transmission, computer virus o line or system failure,
evenif provider, or representatives thereof, are advised of the possibiity of such damages, or losses or expenses. Hyperiinks to other
Intemet resources are at your own risk; the content, accuracy, opinions expressed, and other links provided by these resources are not
investigated, verified, monitored, or endorsed by provider.

Security Reminder
We will never ask for your employer identification number, account numbers or onfine IDs via e-mail

Image Lockbox Johnson Financial Group.
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View Images and Information

Your Lockbox Online viewer will present remittance information according to your subscribed retention
period.

Access daily deposit information for all lockboxes
The first screen you'll see after login is the Lockbox Online Dashboard
On the Lockbox Online Dashboard, you'll see your deposits for all lockboxes to which you are entitled.

e Ifyoudo not see lockbox information, please use the drop-down (‘Show Overview For’) and
select your desired timeframe

Your daily totals for each lockbox box are shown at the top right of the Dashboard.

e |fyou have multiple deposits per day, you'll see the totals for each lockbox increase after each
deposit until all of your deposits have been completed for the day

Production Date 20210419

Data available from 20210403

Deposit Gro

1 Lockbox Group Name # ftems Total Amount| O R o
MKE-100003 Singes 14 S4B
MKE-100003 CheckOnys 5 $3604%0 - _— — =
MKE-100003 18 s3sne G
MXE100003 8 $7502629 :
MKE-100003 Total © swrmn
Transaction Sources : ”
MKE-100003 Check 18 $844621 %00
MKE-100003 Corresp 1 $000 350 -
MKE-100003 " s Q ' = =
MKE-100003 8 sTSO8Z o
MKE-100003 Total s 337 =
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Access batch totals

e Click the ‘Deposits’ tile

Poducion Dete 25210413 Help | Main Menu sout
m >eposits || Tramsacsions || Search: |[ COS (11)
= Show Overview for | Equals v| 20210405 Data avalable ¥om 2021/04/03
[ Date Transactions. Company Name Hud Total Amount
MKE-100003 2021/0405 3 RHUS Demo Box MKE $3979929
oult Gro
Lockbox ___ Group Name # items Total Amount By oy ey b o o Cem: NTTRS0S
1 MKE-100003 Snges 14 $484162
MKE-100003 CheckOnys. 5 5360459 - T Creor o o .
MKE-100003 18 $314.521.42
MKE-100003 8 $7502529
MKE-100003 Total 4 swreme |
Transaction Sources $ 450,04
MKE-100003 Check 18 $B44621 |1 100
MKE-100003 Comesp 1 s000 -
MKE-100003 18 $31452142
MKE-100003 8 smosm
MKE-100003 Total 45 339799292 —

At the top of the screen, you'll see all of your deposits for each lockbox to which you are entitled.

e Thisiswhere, if any of your lockboxes have multiple deposits each day, you can see each intra-
day deposit total

At the top of the screen, in the Deposit column, select the desired deposit.

¢ You'll see all of the batches for that deposit populate at the bottom of the screen
e Ineither section, you can use the column header drop-downs to refine your results

Prosucaon Dee 20230415 N N ] et
= Data avalable ¥om 20210403 Deposit Groups.
= Lockbox Depost Assignes Total Amount [ Batches [N Lockbox Group ID Group Name # items Total Amount
{ Equals_ v[20210005 | AlL v Select v Select v Select v [Setect Select v MKE-100000 1 Singles. " $ 484162
20210005 MIKE-100003 Totat 0 $8.44621 19 23D 3 MIKE-10000 : Check Onys s $3804%
= 20210805 meev0000 ( oaoss7 Toat 0 swosET 2% 2 pae . . & Ll
e MKE-100003 6 8 $7502529
MKE-100003 Total - 339799292
x
.
« »
Batches -

v[20218005 | Select. v [Select  v| [Selct vl [Seleat v| [Equais v[osser S

20210405 9900 1" Totat 0 $31482142 .
20200405 9901 3 Totat 0 $ 7502529
Reported Amount b

Oate Range




JOHNSON

FINANCIAL GROUP®

View all transactions in a batch

e At the bottom of the screen, within the Batch column, select the desired batch

Procucton Date 202110475
Transaction
= Data avadatie Yom 20210403 Deposit Groups
o ST Osts = Lockbox Deposit Assigned Total Amount Items Batches - Lockbox Group 10 Group Name # ftems Total Amount
Equaks v 20210405 ‘ ALL - Select v Select - Sekct v Salect - Select - MIKE - 100003 1 Sngles. " $4pa162
202110405 MIKE-100003 040515 Total 0 $8.44621 19 23R 3 MCE-100003 4 Check-Onlys s $360459
i 20210405 MKE-100003 040557 ot 0 swossr 2 [ 2 S — . » SoimL
- MKE-100003 6 ) $ 7502529
MXE-100003 Total a5 839799292
Reported Amount by Groushame by D
e Range: £ quain: 207104
=
R
Batches i
e ——— =
| MKE-100003 v |l Equals v| 20210405 Select. v [Select v| [Seleat v Select v |Equals v[040567

MKE-1 —ysoe-C it ™ Torr 0405-67 ot
MKE-100003 20210405 9901 IR 8 Total 0 $7502529 E

e You have now navigated to the Transactions view
o Alltransactions within that batch are listed at the top of the screen
o Transaction-level detail for each transaction is shown at the bottom of the screen
o Theimages associated with each transaction are shown at the right of the screen
e To navigate to the next transaction, you can either
o Select the ‘Next’ button
o  Within the Batch Item column, select the desired transaction in the batch
e You can use the column header drop-downs to refine your results
o Not all columns of information are shown by default. If you are looking for additional
information, select the menu option in the upper left and select ‘Show/Hide” Columns’
o You will be shown a list of available column information. Check the box(es) for the
column(s) you'd like to view.
o Close the dialogue box by clicking the ‘X’ at the upper right

Data avatable ¥om 20210403 Transaction Rows Show Back images

) Batch ftemn  Reported Amount  Transit Account Check Number  Assigned To CC Issuer CEY ‘7 ] P ~,‘,,f'.‘ >0 b " .’
¥ » ; 4 e
{Equats v MKE-100003 v[HEquak  v|I| [Select  v| [Salect v| [Solect | [Soloct v| [Sokect v| [Select v| [Select ] [ '
120210805 1 I b s w 1075
e = TEST SAMPLE VOID
20210405  MKE-100003 R $150.00 071000288 0001234567 01075 .
2021/0405 MKE-100003 1 2 @ $43900 071000288 0001234567 01063
202170405 MKE-100003 ERE R 7 0] $50983 071000288 0001234567 01014 EZ “','“7 0/ . $ \9003
20210405 MKE-100003 1 A ER $300.00 071000268 0001234567 01077 D“( "MVlA HM‘“A /lw s B
20210405 MKE-100003 1 s IR $39400 071000268 0001234567 01085
20200405 MKE-100003 1 6 R $8200 071000288 0001234567 01054
2021/04005 MKE-100003 1 7 2 0R $22004 071000288 0001234567 01101 = o
2210405 MKE-100003 1 s[3 $150000 071000263 0001234567 01109
U 20710002885 0O00323LSE7* 0A075
20210405 MKE-100003 1 9 $180.97 071000268 0001234567 01056 ——
2021/04/05 MKE-100003 1 10 PIE $13754 071000268 0001234567 01064
2021/04/05 MKE-100003 1 1 R $26626 071000288 0001234567 01045
B >
Transaction Details | Batch 1 Imm 1 o k
ABC Corp Hardware
De User: HAWEEN) tesdrser @Main 1500 South Bend Rosd  (708) 267.0128
PO Boxdsa
Assigned To: Not Assigned (ReJAssign To Mbanchen, W 83212 ipciursiar sbooep et
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Create Standard Reports

JohnsonFinancialGroup.com

e At many points throughout your navigation process, you saw three report icons (highlighted
thumbnails - PDF, Excel or CSV) - click these icons to create the desired report

o Most browsers will display a download status bar at the upper right of the screen (this
display may vary depending on which browser you use) - larger reports may take
several minutes to download

You can perform other activities while you are waiting for your report to download
Use the download functionality of your browser to open the report

Dta avatadle Fom 2210403  Transaction Rows

Batch ftem Reported Amount _ Transit Account Check Number  Assigned To  CC issuer CHY

Show Back imagas

Equats

v [ MKE-100003

v| Equab  ~

Seloct

Select

v) [Seloct v| [Select v| [Select v

20210405
20210005
202104005
20210405
20210408
20210405
20210405
20210405
20210405
20210405
20210405
20210405

1
MKE-100003
MKE-100003
MKE-100003
MKE- 100003
MKE- 100003
MKE - 100003
MKE 100003
MKE-100003
MKE-100003
MKE-100003
MKE- 100003

$ 15000
$43900
$59983
$ 36000
$394.00
$8200
$22004
$ 1,500 00
$18017
$13754
$ 266 26

071000288 0001234567
071000288 0001234567
071000288 0001234567
071000288 0001234567
071000288 0001234567
071000268 0001234567
071000268 0001234567
071000268 0001234567
071000268 0001234567
071000268 000123457
071000288 0001234567

01064
01045

Select

v| [Select ][t

)

5.

il PRl v

11071000288w OO0023LSE?* 01075

e Tocreate areport that mirrors the standard ‘detail’ report from the legacy viewer, follow these

steps

o Navigate to the Transaction tab
o Ensurethat all desired columns of information are showing
Select the menu icon in the upper left corner of the screen

Select ‘Show/Hide Columns’

Check the boxes next to the columns you wish to be displayed
Close the dialogue box by clicking the ‘X’ in the upper right

o Create your report
Select the menu icon in the upper left corner of the screen

Select ‘Reports’

Within ‘Format’ select the desired file format for the report

Within ‘Records’ select ‘Current Table’

Complete the rest of the fields with your preferred options to create your

desired report,

Enter a report name in the ‘Save Report As’ field and you'll be able to re-run

the report in the future. Click Save Report
Click ‘Create Report’

Use the download functionality of your browser to open the report
For saved reports, you can use the ‘Load Report’ option to pull up the criteria

of your saved report
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Search for transactions

Search for an item across all lockboxes, save search parameters.
e Fromthe dashboard, select the ‘Search All’ tile

Production Date: 20210415 Help | Main Menu gout

m}:..f\‘ [Transacsons || Search [0S (1)
= Show Overview for | Equals vi20210405 Data avaable fom 20210403
Lockbox Date Transactons Company Name Hub Totai Amount
MKE-100003 202110405 5 RHUB Demo Box MKE 330799292
Total “ s
o
Deposit Group
Lockbox Group Name # ftems Total Amount s e e e aae e
MKE-100003 Soges| 14 484182
MKE-100003 CheckOnlys| &  $360459 .. — T oo oo .
MKE-100003 18 $3usn2 |
MKE-100003 8 $7502520
MKE-100003 Total 45 s38789282
Transaction Sources Ko
MKE-100003 Check 18 $844621 1100
MKE-100003 Comesp 1 $000 | %500 -
MKE-100003 18 $31452102 s _
MKE-100003 8 smos: e
MKE-100003 Total 45 339799282

e Choose your search parameters at the top left of the screen
o If youwant to search within a single lockbox, indicate the lockbox of interest as a search
parameter
e Click ‘search’
o Youwill be presented with a list of all transactions that match your search parameters
o Ifyour searchresults take too long to load, you may want to narrow your search
parameters
o Ifthisis asearch you perform often, you can save the search
=  Enter asearch name inthe ‘Save search criteria as’ dialogue box
= Click ‘save’
= Saved search parameters can be accessed from the ‘Load from saved criteria’
dialogue box

Prosscsan Dl 20210415

el R
e 1075
s

e
Lockbox  Batch  BEN mew a = ! % ¥ - —————— i 2 $ \;DD
e B
20210405 | MKE-100003 1 2 A $43900 071000288 0001234567 01063
T 202104005 MKE-100003 v 3 $ 59969 071000288 0001234567 01074
2021104005 | MKE-100003 1 4 $38000 071000288 0001234567 01077 T -
20210405 MKE-100003 1 8 $33400 071000288 0001234567 01088 1074000288 0OODL23LS567* O1I075
2021704005 MKE-100003 i 6 S8200 071000288 0001234567 01054 - —oand
20210405 | MKE-100003 Jl iz $ 22004 071000288 0001234567 oot
20210405 | MKE-100003 18 $1.90000 071000288 0001234567 01109
20210405 MKE-100003 1 9 $ 18097 071000288 0001234567 01056
20210405 | MKE-100003 110 $ 13754 071000288 0001234567 01084 ABC Corp Hardware k
| 20210408 | MXE-100003 1" $26626 071000288 0001234567 01045 1900 Soud Bend Moms  (708) 2870128
. SO2UNLO5 | NKE-100008 1 12 fl‘ﬂl_l S D0l aicomns 0001734847 0nsa . . 2::‘“:‘ - mnﬂ
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e From the search results, select a transaction of interest
To see the next returned item, click ‘Next’

o

Date Lockbox

N

UpP*

Batch

2 PR

Batch llem  Reported Amount  Transit

$43900 071000288

Check Number

01063

JohnsonFinancialGroup.com

Assigned To  CC Issver  Change IS

»
-/

‘M 1056

1

202170405 MKE-100003 13 $599.63 071000288 0001234567 01014 TEST SAMPLE VOID
202110405 MKE-100003 14 PO $38000 071000288 0001234567 01077 3

12021104105 MKE-100003 15 O $39400 071000288 0001234567 01086 | REL $ K’D 171
202104105 MKE-100003 106 $8200 071000288 0001234567 01054 ! O“QVWMY“ El “’H ‘u'{ "7/‘0 B
2021104005 MKE-100003 17 $22004 071000288 0001234567 ot101 1 ﬂ w2
20210405 MKE-100003 1 8 $1.500.00 071000288 0001234567 01109

202170406 MKE-100009 19 B $18017 071000288 0001234567 01056
2021/0405 MKE-100003 110 I $137.54 071000288 0001234567 01064 " =
20210405 MKE-100003 1 ou PER $26626 071000288 0001234567 01045 12074000288 0004234567 04056
2021/0405 MKE-100003 12 $42409 071000288 0001234567 01050 -y
20210405 MKE-100003 113 $6869 071000288 0001234567 01084

Tl 202104005 MKE-100003 EAR R P T $189.00 071000288 0001234567 01067
20210405 MKE-100003 2] 2 $200000 071000288 0001234567 01073 Creative Productions |NVO|CE
202170405 MKE-100003 2] 3 $ 18400 071000288 0001234567 01049 R
202110405 MKE-100003 2 4 $189.00 071000288 0001234567 01055 PO Boxss L. LTI S
ST T =3 o SR PO [ e v Miwakee W S3212 3600 04262024

. » | customeno
Transaction Detalls | Bateh 1 em 9 ') R
S

Using the Menu Icon

The Menu icon is accessible in the upper-left of multiple different pages of the viewer

e Thisiconis primarily useful for
o Reports - create and save a custom report
o Focus View - limit results to a specific lockbox

Reports - create and save a custom report

In addition to the Report icons that can be accessed at multiple points throughout the viewer, custom
reports can be created to display the results of the Deposits, Transactions or Search tiles.

e Click the ‘Dashboard’ tab at the top to return to the Lockbox Online Dashboard
o Inthe ‘Show Overview For’ drop-down at the upper left of the screen, select the desired
timeframe
o Select the ‘Deposits’ tile and choose the appropriate parameters to display transactions
of interest

oucton Date 20210415

21 Sowcn ][ COS 71

v[20210008

= Show Overview for | Equals

Data avaliable om 20210403

Deposit Geoup

Lockbox Geoup Name # ltems Total Amount] 2210405
MKE-100003 Singles 14 44162
MKE-100003 Check-Onlys 5 $360459 w -
MKE-100003 18 $314.521 42 %
MAKE-100003 8 s7s02829 |
'MXE-100003 Total 45 $397.99292 e
Transaction Sources A
MKE-100003 Check 16 $844621 0.0
MKE-100003 Corresp 1 $000 | 5500 -
MKE-100003 8 $31452142 s —_—
MKE-100003 8 sT0528
MIE-100003 Total 45 339799292
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e Hover over the menu icon at the upper left of the screen
e Select the Reports option from the drop-down

Producton Date 202 104/15

= Dats svatatio from 20210403
Showhece Coumns | Lockbox Deposa As Group Name o items Total Amount
210005 ALL v Select v Select Singles. " $4pa162
=
20210408 MKE-100003 040515 Check-Onlys 5 $ 3604 59
20210405 MIKE-100003 040557 ) $31452142
o I — ) $ 7502529
“® 339799292

Batches e
Batch # itoms Assigned Totai Amount Shads -

v|20210005 Select v Select_v] [Select v) [Seea v| Eques v|040515

MKE_ D000 200 10404 1 [P 1 Teeat 0 Sans1EY [YLUREY
e Choose your desired report parameters
e Ifthisisareport you may want to re-run frequently, you can name and save the report
o Enter areport name in the ‘Save Report As’ dialogue box
You can then re-run the report in the future by selecting it from the ‘Load Report’ drop-

down

e Click ‘Create Report’
Most browsers will display a status bar at the upper right of the screen (this display may

MKE-10000) v || Equats

(e]

o
vary depending on which browser you use) - larger reports may take a few minutes to
download
= You can perform other activities while you are waiting for your report to
download
=  Usethe download functionality of your browser to open the report
= - Dot avatutie Pom 20210403 Daposit Groups
= - Locknor Oeposa Assigned Total Amount o3 Baicnes I Lockbox Group 10 Group Name  tems Totat Amount
{ Equats v| 20210005 AL v Solect v Select MKE-100003 1 “ S48 62
20210805 MKE-100003 0405-15 n MKE - 100003 4 Check-Ontys 5 $ 3604 59
2UOLO5 MIKE- 100003 040567 WMKE- 100003 5 "» s e
MKE - 100003 6 L] $ 7502529
.(l-IM!N “ s ann
Records: 2
Inchade Betch Detads: No v
Inchsde Chants: No v B
* Don't inchede search fiker options
lnchade seaich e optlons
Save Report As TesSieport
Batches

MKE- 100003 20210408 1 B3
MKE- 100003 20210408 2 @
MKE-100003 0210408 9959 (D
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Focus View - change your defaults to see only specific lockboxes

e Withinthe Dashboard, Deposits, Transactions or Search views, you may wish to see all
information for all lockboxes to which you are entitled, or you may wish to see only specific
lockboxes.

o Youcanuse ‘Focus View' to set your default view to specific lockboxes only
Hover over the menu icon at the upper left of the screen
Select the ‘Focus View’ option from the drop-down

Procuction Dase 20210415

JohnsonFinancialGroup.com

shboard Transactions || Searct | [COS (11
= Data avadable from 20210403 Deposit Groups.
USSR .. | lockbor __ Depost ___ Awsigned __ TotAmount ___fems ____Boiches |8 Locxbox GroupD  GroupName # tams _Total Amount
210405 | ALL v Select v| [Select v Select v Select v Select v MKE-100003 1 Singles " S4g4162
fomemoe 1 20210406 MKE-100003 040515 Total 0 same2t 19 PR 3 MICE-100008 s CHcLove S Samu
o | 20210405 MKE-100003 040567 Total. 0 $389.54671 % PRE 2 e > i bdinsor e
MKE-100003 6 8 $7502529
e MKE-100003 Total 4 $397.99292
Batches b
Tt s et -
[MKE-100003_v | Equals v[2021000s [ (Select v|  [Select  v| [Select v [Select vl JEquas vlows1s |
MKE-100003 202110405 1 P33 3 Totat 0 $4,84162 0405-15 oot
Choose the box or boxes of interest, and select ‘save’
o Thiswill set your default lockbox view for the Dashboard, Deposits, Transactions and
Search views
o Ifyouwant to see transactions from other lockboxes, you'll need to modify your Focus
View settings
|l
Data avatatie Yom 20210403
Group ID Group Name # ltoms Total Amount
[Equas __ v[202104105 MIGE- 100003 1 Singees " $ 484162
1 20210008 [re] 1000 . Check.Onys s $3.60459
¢ 20210805 100003 5 L] $3452142
100003 6 s $7502529
03 Total - s397 90202
Batches
| MKE-100003 _ v B Equals v 20218405
MXE 100003 202110405 1 P
NIE-100003 20210805 2 PR
MKE-100003 20210005 99999 7[R o
OFress (1l o Command 10 select multiphe botes
OP1ess Al + upidown heys OR mouse drag and drop to re order the boxes. a - c —

10




B )OHNSON
FINANCIAL GROUP®

Online Exception Review (CDS)

If your company has chosen Online Exception Review as part of your lockbox service, exceptions can be
reviewed and edited prior to being included in your transmission. You'll see the ‘CDS'’ tile on the Lockbox
Online Dashboard, and within that tile, you'll see the number of exceptions to be worked and currently
being worked.

If your company has chosen the service, an email notification is sent to your company daily to notify you
of exceptions.

If your company has enrolled in Online Exception Review, you would have provided the Bank with

instructions on which items must be reviewed, edited and approved by your company prior to being
included in your data transmission as a postable item.

® The most common type of exception requiring edit is missing remittance information, such as a
missing or incomplete invoice number

View and repair an item

e  From the Lockbox Online Dashboard, click the ‘CDS’ tile to view a list of all decisioning items
available to be reviewed

S
= Show Overview for |Equals v| 20210405 Data avadable fom 20210403
Lockbox Date Transactons Comp Name Hub Total Amount
MKE-100003 202170405 45 RHUB Demo Box MKE $ 39799292
Mg“'
$ Wi w
Deposit Groups
Lockbox Group Name # tems Total Amount s - Long b Mg o A oy g byonee e
MKKE-100003 Shges 14 $484162 = — — e =
MKE-100003 Check-Oniys 5 $360459 -
MKE-100003 18 $3ns142 _— creyory
MKE-100003 6 $7502529
MKE-100003 Total 45 $29799292 g
Transaction Sources
MKE-100003 Check 18 $844621
MKE-100003 Corresp 1 $000 -
MKE-100003 18 $314521 42 _—
MKE-100003 8 STOs: -
MXE-100003 Total 45 $3979m292

e CDSitems must be accessed and reviewed by lockbox
o Toaccess CDS items for a different lockbox, select that lockbox from the drop-down
menu in the top middle of the screen (the drop-down only displays if you are entitled to
multiple lockboxes)
e  Within the ‘Done Deadline’ column you can see the deadline (Central time) by which you must
correct each transaction
o Ifyoudo not correct an item by that Done Deadline, it will be processed per the
instructions provided by your company at setup
=  Most commonly, this means that the item will be included in your transmission
without any correction, but this can vary by company, depending on the
instructions your company provided at setup
o Systemtimeis shown at the upper right of the screen
e Select and process each transaction

11
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o Detailed instructions can be found by clicking the ‘Show Help’ button at the top of the
screen
= Follow these instructions to process each transaction
o Thefollowing example illustrates the use of the system. Please note that your experience may
differ depending on the business rules set up by your company
o Fromthe ‘Transaction Exception Review’ page, select an item to be worked by clicking
its Transaction number in the Transaction column

Producion Date 202110415

JohnsonFinancialGroup.com

Transaction Exception Review @ m Refresh | Exception Log Current Time 11:44 (CS
T e, S
Lockbox MKE-100003 - RHUB Demo Box

Env Num Transaction Start Time Done Deadiine R ported Amosnt Excoption  Current User

1]G-1055001 [01/2372026 11.05 = $ 150 00 Missing Flekd
3 017252025 11 0502|0123 1425 $ 439 00| Missing Fiold
%v«mm 11.05:02[0123 1425 $ 59 83| Missing Field
f81/202026 1106 02|01/23 14 35 S 364 00| Masing Fiekd
_\:%%‘:wmzsn 05 02]0%/23 14 25 S 52 00| Wiasing Field
5] G-1055008 |01/232025 1105020123 1426 $ 1,500 00| Missing Fiokd
7|0:1055009 917232025 11050201723 1425 $ 10017 Misaing Field

8| G-1055610 |01/202025 11.0502|01/73 1425 $ 137 54| Misaineg Fiokd

5| G-105501) [01/25/2026 11,06 02[0V/23 1425 § 266 26| Missing Fiekd

10| G-1066012 |01/2)/2026 1105 02 [01/23 1426 3 424 09| Wasing Fiok

1] G-1055013 |01/232025 11.0502]01/23 14 25 $ 63 69 Missing Fiekd

Number of Transactons 11

To the left you'll see transaction details, and to the right you'll see images of the transaction

In red near the top of the screen, you'll see an explanation of why the transaction is an exception
e  Further down, inred, you'll see the transaction details to be corrected

e Select ‘Edit’ to modify the transaction or ‘Add a new invoice’ as appropriate to correct the

transaction
Producton Date 20210415
sshbourd || Depostts || Transactions || e h
Transaction Exception Review Accept || Reject @ Done || Settings Current Time 11:48 (CST)
Lockbox MKE-100003 - RHUB Demo Box Check G-1055003

There is a keyed field missing data

Check Transaction G.1055003 ()

PUTY Y 071000280 ERSSSRATTY 0001234567 (ST
Amount [ETCTIIE € xception Minsing Field LIEEREVRR Y 01723 14 25

TEST SAMPLE VOID

Sy buz

“Five undved Nivehy Nine and Fe

Invoice Edit Delete  Amount Paid In-—e Numu. Involce Amount
Afama = il

12073000288 O000423L567* OM0LML

Page 1

12

1014

W‘*

$51.02
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e Make corrections to the transaction as appropriate
o Atthetop of the page select a Decision Reason (if applicable) and select ‘Accept’ or
‘Reject’ (Reject is not an option for all types of lockbox setups)
o Tosave your changes without making an accept or reject decision, click ‘Save’
o Toexit atransaction without making changes, click ‘Done’
e Once each transaction has been Accepted or Rejected, it will no longer appear on the
‘Transaction Exception Review’ page
e  Work all transactions until none remain on the ‘Transaction Exception Review’ page
o Make sure to work all exceptions in all lockboxes

Froduction Date 20210415 Main Me oo
asnboard | [ Deposts | Transa “’.m
.
Transaction Exception Review ( Accept ah\ 1] Done Y Setings Current Time 11:49 (CST)
Lockbox MKE-100003 - RHUB Demo Box Check 61055003

There are 3 keyed fiekds missing data

Check Transaction G-1055003 (3

View Check Image

ABART [TREETT] Accoust Nom CUIEATER Check Num  CICCHN

Transaction level Keyed Fields 1 daed $ w g%
B~ .

T 1) e fundved Ninery Nine and Foo—2 & =

Invoice level Koyed Fiolds

e Mg 1014

Fate”

Involes Zax  Deleto  Amount Paid Imvoice Number  Invoice Amou.:

bl £ct | Deiets | $59983|  Missing  [$59983
[ s ol - =
- $ 5m0.3 $mnxn 1n0?1000288:x O000L23L5E7" OLM0IL
TS mm—— .

Access an audit log of changes

¢ Inthedrop-down at the top center of the screen, choose the lockbox for which you want an
audit log (the drop-down only displays if you are entitled to multiple lockboxes)
e Click on the Exception Log link at the top of the screen

Froduchen Dat 20210415 Main Men »
d | Deposts [ Transacsons |[ Sewrch | [EEETER

Transaction Exception Review Show Help ( MKE-100003 ) nmm( Excoption Log ) Current Time 11:50 (CST)

Lockbox MKE-100003 - RHUB Demo Box

Env Num Transaction Start Tene Done Deadline Reported Amount Excoption  Current User
G-1055001 |0120/2025 11.05.02[0123 14 25 $ 150 00| Misaing Fieid
(G-1055002 [01/23/2025 11 050201723 1425, 3 435 00| Wiswing Fioig
[ 3]c1055003 [01/23/2025 1165 02[01723 14 25 3535 83| Missing Field
G-1055006 |01/23/2025 11 05.02]01/23 1425 3 354 00| Visaing Fiekd
G-1055006 [0123/2025 11 05.02[01/23 1425 § 82 00| Wassing Fioid
G-105008 |01/23/2025 11,05 0201723 14 25 S 1,500 00| Wissing Flold
[ 7]c-1085008 [ov232026 11 05 02[01/23 1425 $ 180 17| Missing Fiokd
[ ©]G-1055010 |01/23/2026 1105.02]0%/23 1425 $ 137 54| Missing Fieid
(G-1085011 |01/23/2025 11 05 0281723 14 25 3 265 26| Wissing Fleid
(G-1085012 |01/2V2026 11,06 0201723 1425 3 424 09| Vhsning Fiowd
[ 11|G-1055013 [01/232026 1105.02[01723 1425 § 68 69| Missing Fioid

Number of Transactions. 11

13
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e Select the desired Log Date to see all Online Decisioning activity for that day
e  Click ‘Transaction Exception List’ to return to a list of items to be decisioned

Production Date 7021/0415 Main Menu | Logout

Dashbaard || Deposts || Transactons || Search
Transaction Exception Log ( Log Date | 04/05/2021 v/ ) Refresh [ Transaction Exceptions List > Current Time 11:50 (CST)

Reported Amount Account No RT Sevial No Done Deadline User

01723 1426

012372025 11 osoz}uuu Missing Fieid ED-1055 100003_G-1055002.05 |G-1055002§ 439 00 0001234567 |071000288[01063 01723 1425
01/232025 1105 03| Created | Missing Field| 2021/0405 | ED-10551100003_G-1055003-05(G-1055003[S 59963 0001234567 |071000288[01014 _|0123 1425
" 202104005 | ED-1055 1 100003_G-1055004-05| G- 1055005 |5 394 00 0001234567 [071000288]01086__|01223 1425
01/2372025 11:05.03[C 20210405 | ED-1055 L100003_G-1055006.05|G- 1055006 |$ 82 00 01723 1425
1105 202100405 | ED-1055 L100003_G-1055007-05 |G-1055008 [ 1.500.00 01231426

G-1055009

$ 180 17 01723 1425
0123 1425

0123 1426

012372025 1105 04| Craated | Missing Field| 20210405
0172372025 11.05 04| Created  Missing Field|
s T 01231425

ED-1065 L100003_G-1055011-05
0112372025 1.05
0123 1426

017232025 110504 | Note | Initial 20210495 | 1 [s000 | | i 01723 1425

Number of rows: 12

EIEIEERIEERIEE[E]E

View a3 log data a5 2 Soreadsheet

Annotating Transactions, Assigning Users to Review Specific
Transactions

Annotate Transactions

Within the Lockbox Online system, you can annotate transactions. This might be useful, for example, if a
customer shortpaid an invoice and you would like to record the short-pay reason with the transaction for
future reference or audit. Annotations are not included in reports or in your daily remittance file.

¢ Toannotate atransaction
o Navigate to the transaction of interest using the processes explained in the ‘View
Images and Information’ section of this document
o Atthe middle of the screen, click ‘Add Annotation’

Producson Date 20210415

Dashboard || Deposts Search | cos(n
= Data availatie from 20210403 Transaction Rows.
= Lockbox Batch Batch ltem _ Reported Amount  Transit Account Check Number Assigned To  CC I} :§=.,ﬂ\ .'l:‘u p 3 o ‘9;"‘ sy T
| Equals vl (AL v||[Select | [Select  v! [Select v| Select v| Solct ~ Select v Select v| [Seler ~ - A b < . ’
a2i0ams | ’ v . 1075
= ¢ 3 3 3 TEST SAMPLE VOID 2
" 20200405 MKE-100003 1 PR $15000 071000288 0001234567 01075 Ol
. 20200805 MKE-100003 1 2 (8 $43900 071000288 0001234567 01063
202108605 MKE-100003 1 ICER $59983 071000288 0001234567 01014 | Saede : . . A $ \‘SDD
: J&%f - 9/
2021/0805 MKE-100003 14 $38000 071000288 0001234567 01077 | On_( 1 ".MVJI{ Md_ / |® P el B =—
20200405  MKE-100003 1 s [PER $39400 071000288 0001234567 01086 ' “
20210405 MKE-100003 1 s P $8200 071000288 0001234567 01054
20210405 MKE-100003 1 7 $22004 071000288 0001234567 01101 - -3
20210805  MKE-100003 1 8 3 $1.50000 071000288 0001234567 01109 B
#071000288% 0004 23L567* 04075
- 20210405 MKE-100003 1 9 P $18017 071000288 0001234567 01056 e——
- 2021/0405 MKE-100003 1 10 A $137.54 071000288 0001234567 01064
. 2021/0405  MKE-100003 15 nm_m $ 26626 071000288 0001234567 01045 i
’
| -
Transaction Details 5 Batch 1 ‘“um 1 NEXT k
Dc User: RHUBDEMO_testuser1@Main 1990 5ol Bund Rosd (o8 2670128
PO Boxtsa stcoorp@chane: ret
Assigned To: Not Assigned (RejAssign To Miwachon W 53212 D Srwww atcoon het
sLLED TO
AXS
Check Amount: $ 15000 ABART: 071000288 85 South Water Syee’
Account Number: 0001234567 Check Number: 0rs Groewite L
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e Indicate the records to be annotated, the Reason (if set up by your company at implementation)
and enter the Annotation
o Select ‘save’
¢  When the modified transaction is viewed in Lockbox Online, the annotation can be seen along
with the transaction detail and images
e e B .
- Lockbox Batch Batch ftem _Reported Amount _ Transit Account Check Number __ Assigned To_ CC I = Fi . P
e |
s == | G
2010005 MKE100000 s 4 el w
20210405 MKE-100003 1 2 BE@ $43900 07 - UD
20210405 MKE-100003 1 3@ SS98 07 [Cugd Row AR | A - 5\9;&
2210005, 100003 1| 40 $000. 0 foncn \ | dved Fi"ﬂ 244 Yoo — s B ==
202100405 MKE-100000 1 s PR@ $394.00 () )
20210408 MIKE-100003 1 e[ $8200 Add Annotation:
20210405 MKE-100003 17 PE@ $220.04 ‘Sample Annotation| )
ABIH] e o YL $ \zan-: 000323L5E7¢ 03075
20210405 MKE-100003 1 9 PRA $180.1 i
20210405 MIKE-100003 110 PR{D $137.
< 20210405 MIE 100003 1" mﬂ $ 266,
MIIIIM: k
De User: RHUBDEMO,_testuser! = 0ol PO é
Annotation History.: 2 o =
Assigned To: Not Assigned a2 T e atccom tet
Annotation: Add Anaotation
Check Amount: $ 15000 ABART. tree
Account Number: 0001234567 Check Numt
€D ROM Index:

Transaction-level Keyed Fields

Assign a Transaction

I Inw

oice

Within the Lockbox Online system, you can assign specific users to review specific transactions

This might be useful, for example, if there are specific transactions that you want to flag for

°
review by different departments that have access to Lockbox Online

e The Assign’ functionality does not keep a transaction from being processed according to the
standard processing rules on your lockbox

o Forexample, if a transaction is assigned but not actioned by the assignee, the
transaction will not be ‘held’ unprocessed until that assignee takes action

e Navigate to the transaction of interest using the processes explained in the ‘View Images and
Information’ section of this document

e Atthe middle of the screen, click ‘(Re)Assign To’

Search

Progucten Date 2021/0415

= Data avallabie from 20210403 Transacton Rows
- Lockbox Batch Batch ftem  Reported Amount _ Transit Account
] Equ_qh” vEIAL v |Select v| |Select v |Select v| [Select v| [Sekect v
SSTINANS )
20210405 MKE-100003 1 1 B8 $15000 071000288 0001234567
20210805 MKE-100003 1 2[R $43900 071000288 0001234567
20210405 MKE-100003 1 SR $59983 071000288 0001234567
20210405 MKE-100003 1 4 2R3 $38000 071000288 0001234567
20210405 MKE-100003 1 s @ $39400 071000268 0001234567
20210405 MKE-100003 1 6 R $8200 071000268 0001234567
20210405 MKE-100003 1T [ $22004 071000288 0001234567
20210405 MKE-100003 1 s R $1,50000 071000288 0001234567
20210405 MKE-100003 1 ° 3 $18017 071000268 0001234567
20200405  MKE-100003 110 B $137.54 071000288 0001234567
d 20210405 MKE-100003 1 1 A $26626 071000268 0001234567
Transaction MII!‘ Batch 1 |ltum 1
Dc User: RHUBDEMO_testuser! @Main
Assigned To: Not Assigned

Annotation: Add Annotation

AL 02/14/2025 1203114 noted
Sample Annotation

Check Number
Select v/
01075
01063
01014
o7
01086
01054
01101
o109
0105
01064
01045

15

Assigned To
Select

cc I
| [Sel

Con

Show Back Images.

e WA % I -"'- o
g - . ""‘m 1075
TEST SAMPLE VOID M
2 date. -
Geg '\ L T Lol .o\ S e O
oanVlA 'Fl&y and %W o ol O =
1207i000288% 000423LSE7* DOM07S
ABC Corp Hardware k
1500 Soue Bend Rosc (708) 2070128
PO Boxtsd oD GRhaner ret
Miwausse W 51207 P Peerw abocorp Net
susro
RO W St
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e Indicate the records to be assigned, to which user they should be assigned, select the Reason (if
set up by your company at implementation) and add an Annotation if desired

e Click‘save’

e  When this transaction is viewed in Lockbox Online, the assignment can be seen along with the
transaction detail and images

Fr0acton Date 20218415 Help | MainMenu | Logost

Dashbosrd || Deposits Search || COS {11)

Batch em  Reported Amount Transit Account  Check Number o Q."
1075
2 D IU
3 <\ 1$\50.00

_ .
20210405 MKE-100003 5

1
1
1
1 Assigned To:
1
20210405 MKE-100003 1 6 P

1

1

1

1

1

dicd A i =z 8 -

Cumenty not assigned } )

Assign To:
[ysor v
Mysor
4
| testusert
tostuse?

2210408 MKE-100003 7 P
20210405 MKE-100003 )
20210405 MKE-100003 9
20210405 | MKE-100003 10 PRE
20210005 MKE-100003 1 P

s

T D00i23LSE7* 01075

Transaction Details |

e User: RHUBDEMO. (708) 2870126
Assigned To: Not Assigned aan i -un'-u-
Annotation: Add Annotion

AL 0211472025 121146 removed Assignee! L

AL 0211472025 12110.01 removed Assignoe;

NOZJIUIOZS 12,0618 1o testus

assigned
feam - please reviow these transactions 1 17 3

e Toremove an assignment, either click ‘Remove’ on individual transactions, or use the
assignment tool to remove an assignment by selecting ‘No User: CLEAR’ in the ‘Assign To’ field

Production Date 202104/15 oy

sooard || Depo (m_j 08 (11,

Data avassdle Yom 20210403 Transaction Rows

lm g

[ Batch Batch tem  Reported Amount  Transit Account Check Number Assigned To R ”{~‘ ’ “
[Equas v [ALL v| (Select v/ (Select  v| [Seect V) |[Select v/ [Select v Select. v Select - gl .' 1 5
‘mwws ; Y w
L] 20200405 MKE-100003 11 PO 515000 071000268 0001234567 01075 testusert
20210805  MKE-100003 1 2 (@ $439.00 071000268 0001234567 01063 testusert
2020005 MKE-100003 1 3 PER $599.63 071000288 0001234567 01014 testusert | el | T T |$ \SDD
20200405 MKE-100003 1| @ $38000| 071000268 0001234567 oror7 testusert i M@W‘Aw /'m ~ ol B =—
2021/0005 MKE-100003 1 s PR $39400 071000288 0001234567 01086 testuser] i
2021/0005 MKE-100003 1. 6 $8200 071000268 0001234567 01054 testuser!
] 2021/0005 MKE-100003 17 PO $22004| 071000268 0001234567 01101 testuser] . B
20210005 MKE-100003 1| o 150000 071000288 0001234567 01109 testusert
BOE s 0710002882 0004234567# 04075
] 2021/0008 MKE-100003 1 9 PR $180.17 071000268 0001234567 010%6 testsert ——
20200405 MKE-100003 11 $137.54| 071000268 0001234567 01064 testusert c O
. 20210405 MKE-100003 1. 1 [(h $266.26 | 071000288 0001234567 01045 testusert i
.
Transaction omn-||mcn 1 |m 1 NEXT)a -
ABC Corp Hardware
De User: RHUBDEMO_testuser@Main -
PO Boxtte atccopGerane tet
Assigned To: (Re)Assign To Mowaukne, W 53212 N /e abocor net
Annotation: Add Annctane s T0
ALO2/14/2025 12106 1 assigned 10 testuser1 D, i
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e Onthe Lockbox Online Dashboard, the ‘Assigned to Me’ and ‘Assigned to Any’ tiles will show the
number of items that have been assigned

Production Date 202104/15 Help | Mam Menu | Logout

= Show Overview for. [Equais v]20210405 Data avallable from 202104103
Lockbox Total Amount

MKE-100003 $397.99292
$397,392.92

Deposit Group

Lockbox Group Name # ftoms Total Amount g Losdos et R e S St

MKE-100003 Singles 14 S484162

MKE-100003 CheckOnbs 6| S3604S9 yype NN Y ek O vow NN Eb e

MKE-100003 18 $31452142

MKE-100003 8 $7502529

MKE-100003 Total 45 339799292

Transaction Sources

Lockbox Trans Source # tems Total Amount [

MKE-100003 Check 18] $844621

MKE-100003 Comesp 1| S0 | smom -
MKE-100003 18 $ 31482142 %0 S

MKE-100003 8| 7500529 = b an

MKE-100003 Total 45 539799292
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