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Regions Image Lockbox Online

Regions Image Lockbox Online allows you to quickly and easily view your Lockbox deposits, associated checks and
document images via the Internet. Using a standard web browser, you can review batch summary and detail
information, view digital images of checks and associated documents, and generate and save reports in PDF or CSV
formats. You can view historical information for up to 6 months for Wholesale, 60 days for Retail and 120 days for
Association Lockbox as standard retention. Regions will initially establish the System Administrator who will have the

capability to add and delete Users, grant the appropriate User permissions, and reset passwords as needed.

For assistance with any of the functions outlined in the User Guides, please contact Regions Client Services at

1-800-787-3905 or email clientservicesgroup@regions.com.
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REGIONS
Getting Started

Basic System Requirements

The minimum operating requirements needed for Image Lockbox Online are:

Internet Explorer® 9 and 10

Mozilla Firefox® 10 and 11

Google Chrome

Safari for Mac 5.1

Adobe Flash® - To download, visit hitp://www.adobe.com/support/flashplayer/downloads. htm!

Logging In
Image Lockbox Online is conveniently accessed through Regions OnePassSM commercial online services portal.
Logging in to Regions OnePass — Existing User

1. Open a new browser window. In the address bar enter the

URL hitps://onepass.regions.com/OnePass. Regions OnePass™ Login
2. Type in your Login ID. This is your email address.
3. Click Next. OnePass Login ID xl (7]

i M i
4. Enter your password. e

5. Click Login.

OnePass Password | | | (7]

Forgot your password? -
Login

6. You have successfully logged in to Regions OnePass. You will see the OnePass Landing page below.

Regions OnePass Home | Admin Console | Authentic | Logout

A REGIONS

Welcome to Regions OnePass™
You've successfully logged in using your new Regions OnePass®

Messaging Services you have registered with Regions OnePass:

Com=nteoming son To go to a registered service, click the link:

Other Regions Services:

== Update your ‘ Select a Service - ‘
bookmarks

Take a moment to update
your bookmarks now so
you can go straight to your
new Regions OnePass login
page.
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Logging in to Regions OnePass — First Time

1. Locate the two emails from

REGIONS

. One is an email containing a link and a validation

code. The other email contains your temporary password.

Confirm Your Email

2. Click the link in the email containing the validation code.

When prompted, enter the validation code from the email in

the box provided. Click Confirm.

3. You will then be routed to the login page. Here, type in your
Login ID. This is the email address where you received the  Regions OnePass™ Login

two emails above
4. Click Next.

5. Enter the temporary password emailed to you by Regions.

6. Click Login.

OnePass Login ID | x|

Regions OnePass™ Login

OnePass Password | | |

7. Your temporary password must now be changed. Enter

your old password (which would be the temporary password
from the Regions email for a first time user).

Enter your new password. The new password must meet all

Forgot your password?

the following criteria:

a. Password must not match or contain first name.
b. Password must not match or contain last name.
c. Password must contain at least two alphabetic

character(s).

d. Password must be at least six character(s) long.
Password must contain at least one lowercase
letter(s). Password must contain at least one

numeric character(s).

Reset Your Password
Please enter your old password and new password twice.

Avalid password must meet all of the following conditions:

ord must not match or contain first name.

ord must not match or contain last name.

ord must contain at least 2 alp ic character(s)
ord must be at least 6 character(s) long

ord must contain at least 1 lowercase letter(s)
ord must contain at least 1 numeric chara
ord must contain at least 1 uppercase lett
ord must start with an alphabetic character.
word must not match or contain user 1D

e. Password must contain at least one uppercase

letter(s).

f. Password must start with an alphabetic character.
g. Password must not match or contain the user ID.

9. Confirm your new password by entering it a second time.

10. Click Submit.

Regions Image Lockbox Online User Guide
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REGIONS

11. After setting your new password you will be
prompted to establish your security questions.
Select three security questions.

your Security Questions and Answers

sximize your protection when using our services, these security guestions will allow you to
autharize devices and reset your password.

12. Enter a response to each question in the

Question 1 | Select One - |
corresponding Answer fields.
Answer 1 I l
13. Click Submit.
Answer Requirements Question 2 | Select One - |
e Maximum answer length is 50 characters
e  Answers must be at least 3 characters. answer2 | |
e Answers cannot be repeated. Each must
be unique.
e Answers cannot have more than 2 Question 3 | e -]
repeating characters.
e The following special characters are Answer 3 | |
allowed: ' @ #$"2% ()-=_+"~[1{}];:"
o l<>?
e Answers are not case sensitive. m

Complete your Regions OnePass™ Profile

14. You will now need to Complete your Reg|0ns Enter the following information to finish creating your profile. Please note that your primary email will
OnePass Profile. Fields marked with a red  functonasyouregions Onepess® usemame
asterisk are required.

First Name ‘ John ‘
Enter your name and address in this
SeCtion. Middle Name ‘ A ‘
_—1ip .
. . Last Name * \ Customer ‘
Occasionally users will be contacted
via phone as an additional means to Address 1 * | 1234An Address \
verify their identity. This is referred to i
as ROOBA (Regions Out-of-Band Addresss2 | |
Authentication). Users must enter a ) iyt [ 2
primary phone number and select the :
appropriate country code from the drop state * [{Alabama -
down menu. Next, the user will select a i
messaging (contact) preference. This Zpe (9]
determines whether secondary
va!idation attempts will be initiated via Primary Phone * | 206-556-5555 B | 1245 | @
voice call or text message. ] ) v
—l Country Code * | usa > |
Create a SeCUrity Code that will be Message Preference * Text (SMS) ® ) Voice
used to respond to verification requests ‘ ‘ ‘ ‘
in the future. The security code must be SecoriTy RrioE | ] = |@
at least four characters, cannot be o
A Country Code | Select Country v
sequential or the same number
repeated four times. Message Preference (@) Text (SMS) Voice
15. After successfully completing the OnePass Security Code * [ wreer @|
Profile, users will be taken to the main landing

page. Click Create.

Regions Image Lockbox Online User Guide 4



Resetting Your Regions OnePass Password

All users have a self-service option for resetting their Regions
OnePass password. After entering the User ID in OnePass, users
will be presented with the Password screen. In the lower left
corner of the password dialogue is a link.
Clicking that link prompts the user to answer one of their security
questions. If answered correctly, the system will generate a new
temporary password. That temporary password will then be
emailed to the user at the address on file.

Regions OnePass™ Login

OnePass Password ‘ |

Forgot your password? o
Login

REGIONS

Reset Your Password

Please enter your old password and new password twice.

Avalid password must meet all of the following cenditions

rd must not match or contain first name:
rd must not match or contain last na

rd must contain at least
rd must be at least 6 ch,
rd must contain at least 1 |
rd must contain at least 1 nur
rd must contain at least 1 upper
rd must si
assword must not match or contain user ID.

o

o

o

u

ic character|
e lel

]

o

u

Confirm New Password * :

Note: For additional information about Regions OnePass, including access credentials, ROOBA, and binding

an application account to your OnePass Profile, see

Regions Image Lockbox Online User Guide
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The Regions OnePass Landing Page

The Landing Page is the home page of the Regions OnePass online services portal. It will be the first page
encountered after logging in. Functionality and potential links are added or removed based on user role and application
access. Essentially, each user will only see what is applicable to them on this page. Image Lockbox users will see a
link to the application on the Regions OnePass Landing Page. All functions identified on the landing page are explained
in detailinthe Regions OnePass User Guide accessed at [caions.com/TMREesources > Receivables > Image Lockbox.

Admin Console - This option will take
you to the Admin Console. Here, you My Profile - This option will
can reset users and maintain allow you to view and make
Home - This option will take permissions. Only available to Admins. changes to their profile.

you back to the landing page

wherever you are in OnePass. \.

A\ REGIONS

Messaging - Banner messaging sections

oy

3 - & Logout - This option will log
Welcome to Regions OnePass* Michael Motes you out'of OnePass

You've successfully logged in using your new Regions OnePass®

Services you have registered with Regions OnePass:

Messaging

To g0 to 0 registered service, click the link

AOTENT COMINE <05N
Content coming s00

O Image LockB ed Recevables
= Update your \
E{E} Up ‘a' . 'JJ Other Regions Services:
0Q0KMarks Services you have registered with OnePass- Clicking
Select a Service

these links will take you into the applications.

Take a moment 10 update
your bookmarks now 5o

yOU €an go straight to your

Other Regions Services - A list of links to other
Regions online applications not yet integrated with
OnePass.

(@ Equat Housing Lender  Member FDIC  © 2014 Regions Financiai Corporation. All Rights reserved.  1-800-787-3905
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Online Image Lockbox Navigation Tools

Online Image Lockbox makes it easy for you to locate images and transaction data related to your processed
remittances. This section provides information on tools within the online application that make it easy to locate
payment information and view and print payment information.

1. The Toolbar — Screens within Image Lockbox may be accessed by selecting an option from the Toolbar.
The options include:

I unt My Rer

- Lockbox Summary Batch Summary Search Correspondence Remitters Administration Association Contact Us

a. Lockbox Summary: The default login screen displays all the boxes for which you have access and
transaction processing information for the current day.

b. Batch Summary: Click this option to go directly to view, print, or export batches of processed
transactions.

c. Search. Used to search for specific transaction data by batch number, check information, remitter
data and if you subscribe to the optional data entry service, you can search by “keyed” data.

d. Correspondence: If you subscribe to the optional Correspondence service your scanned
correspondence can be viewed here (Wholesale Only).

e. Remitters: Provides you with the ability to enter common remitter check information so that you can
search for specific remittances and also display remitter names on the Batch Detail screen. Remitter
names “keyed” by Regions will also display on the Batch Detail screen (Wholesale Only).

f. Administration: Primarily used by the company system administrator to manage users and create
banner messages that will display online.

g. Association: This Toolbar item is restricted to Association Lockbox clients and provides useful
tools for managing their property management and association remittances. (Association Only)

h. Contact Us: Provides information for contacting Regions Client Services by phone and by email.
2. My Account and My Reports

1 1

My Account My Rej
Association Contact Us

a. My Account: A link to the My Account screen.

b. My Reports: A link to the My Reports page which lists all requested Reports and Download
options for viewing and saving. This function will be discussed in detail in a later section.

3. Sortable Columns — Throughout the Image Lockbox application, data is displayed in tables. Tables feature
the ability for displayed data to be sorted based on the user preference by clicking on the column name in the
table. Sortable columns are identified by blue usteltext.

Regions Image Lockbox Online User Guide 7
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In addition, items can be selected individually, or by clicking the Select All checkbox in the header.

Sequence No. RT No. Check Account No.
3 6513101561 000020793900450000
1 881112788 10000003350000142
2 201201539 00000000080070000
Total Transactions: 3 1

4. Breadcrumbs — Another feature of Online Image Lockbox is the ability for a user to retrieve a previous screen
by clicking on a “Breadcrumb” link. These links can be used to go back to a previous screen, or back to the
original screen selected from the Toolbar.

Batch Detail
Summary >> Batch Summary >> Batch Detail
Lockbox: 999 Site: Birmingham Type: Wholesale Processing Date: 10/4/2010 Batch: ‘17011 10{2010:}
Acton. | Selected v \View Checks and Docs V] [CJRotate images in PDF for bestfit [Jimprove Image Quality for PDF/Zip m
] 1 0000002106 993906041 00000083131236041 $823.44
5. View Options — Screens that provide transaction images contain options for viewing, printing and

exporting data.
a. The Act On drop-down boxes allow you to select and de-select all items. Individual items can also be
viewed “on demand” by clicking on the sequence number for a specific item.

b. The View drop-down box contains options for viewing checks and documents and gives you the
ability to create an indexed Zip file of images or download transaction data into a spreadsheet
in the CSV format. Instructions for each option are outlined in the next section of this User Guide.

c. Rotate Images in PDF for best fit checkbox: Often, remittance documents are wider than they are
tall. If you frequently receive documents like this, checking the “best fit” checkbox will render the
image in a landscape view, thereby increasing the image quality.

d. Improve Image Quality for PDF/Zip: Checking this checkbox will increase the image quality of
selected transaction items. If more than one item is selected for viewing, when this box is checked
and the go button is clicked, you will receive a message that your request will be available on the My
Reports page. You are notified by email when this image report is available for viewing. The My
Reports page will be discussed in greater detail in a later section of the User Guide.

Batch Detail

S.ele.Ct 0pt|OnS for mmary >> Batch Summary >> Batch Detail
VIeWIn.g and Lockbox: 999 Site: Birmingham Type: Wholesale Processing Date: 10/4/2010 Batch: [10n 10/4/2010 L
reportin
t ’ tg dat Acton:|Selected ||| View Checks and Docs _|v l]-?::taté images in PDF for bestfit [Jimprove Image Quality for PDF/Zip E
ransaction cata [Selected | [View Checks and Docs |
and images here. [AllIn Batch || View Checks

0 § View Docs pio. RTNo, Check Account No, Amount

O Zip and Download 106 | 993908041 | 00000083131235041 $823.44

Create and Download CSV

Regions Image Lockbox Online User Guide 8



Zip and Download is an archive feature that allows you to export transaction data and images from Online Image
Lockbox and save it externally to your own workstation or local area network (LAN). Zipped files are compressed
when saved, which means it takes up less space on your PC workstation or LAN. The Zip and Download function is
available on the following screens:

e Batch Detail
e Search Results
e Correspondence

In the example below, notice the highlighted Zip and Download option contained on the Batch Detail screen.

Batch Detail

cckbox Summary >=> Batch Summary >> Batch Detail

Lockbox: 999 Site: Birmingham Type: Wholesale Processing Date: 10/4/2010 Batch: ‘LOL‘IQLQPLO vl

Acton.| Selected l] View Checks and Docs  [w DQ-::tate images in PDF for bestfit [Jimprove Image Quality for PDF/Zip ﬁ
|All In Batch | | View Checks |
WL JE I § View Docs po. RTNo, | Check AccountNo, Amount
7H" Zip and Download b106 | 993906041 | 00000083131236041 | $823.44
Create and Download CSV

To Zip and Download Transaction Images:
1. Select data to export.

2. Click on Zip and Download.

3. When the File Download dialog box displays, click the Open button to view the data or Save to archive the
data to your desktop computer or Local Area Network.

~

File Download

Do you want to open or save this file?

@ Name: 8801, zip
: Type: Compressed (zipped) Folder

From: imagelockboxdemo.regions.com

[ Open ][ Save ]L Cancel |

While files from the Internet can be useful, some files can potentially
harm your computer. If you do not trust the source, do not open or
save this file. What's the risk?

Regions Image Lockbox Online User Guide 9
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Zip and Download Continued

To view the contents of a file that has been Zipped and Downloaded to your desktop computer or Local Area
Network:

Locate the saved file on your PC.

Click on the file to open.

Click on the Extract all files option located under Folder Tasks.
Follow the prompts to open the file.

Click on index.html file to seen an indexed list of the archived files.

agrwNPRE

Click the
/l “Index”
/

- Mame = Type Packe... Has ... Size | R... Date fi|e to
::hOe||0W , 6 __)images File Folder 0KB OKE 0% obtain the
. £ |index.html HTML Document 1KB Mo SKB 84% 2/16/2009 1:18 Pl
lg'“
prom pts m ReqgionsLogo.png PNG Image 4KB Mo SKB : conten@s
to of the file.
extract Other Places R
the . ]fj DXQIKLEY
arCh!Ved {3} My Documents
Zip files.
Details ¥
Obtain
images of
archived
checks and
documents
here.
A\ REGIONS
Zip File Contents
Process Date: 12/5/2008 Lockbox Number: 8801 Batch Number: 6
I Transaction Number J Transaction Amount Check Routing And Transit ‘ Check Account Number Check Serial Number
Check
996 $1,135.76 110003209 84884000 (0537934107 Doc
Dot
Check
997 $126.23 110003209 84884000 0537939889 Doc
Dot
Check
998 §603.05 110003209 84884000 0537943245 Dot
Doc
Check
999 $553.05 110003209 84884000 0537954270 Dot
Doc
Check
1000 $882.99 110003209 84884000 (537956834 Doc
Doc
Check
1001 $102.89 110003209 84884000 0538040439 Doc
Dot
Check
Dot
1002 $1,143.63 110003209 84884000 0538050901 %
Dot
Doc
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Create and Download CSV

CSV (Comma Separated Value) is a method of saving data (no images) in a comma separated table format for a
spreadsheet program such as Excel. A CSV may also be imported into some accounts receivables management
systems. Create and Download CSV is found within Image Lockbox Online on the following screens:

e Batch Detail
e Search Results
e Correspondence

In the Batch Detail screen example below, notice the highlighted Create and Download CSV option contained in
the drop-down box.
Batch Detail
LockRox Summary >> galch Summary >> Batch Detail
Lockbox: 999 Site: Birmingham Type: \Wholesale Processing Date: 10042014 Batch: :1 on 1042014 :]

Acton  Selected '»| | View Checks and Docs v I]q;y;,y._. images in PDF for besttit [Jimprove Image Qualty for PDEZip

SAllIn Batch |/ View Checks S e - . s
‘ 8 View Docs po. RINo,  CheckAccountho. Amount
O Zip and Download 106 993906041 | 00000083131235041 5823.44

Create and Download CSVY

To export transaction data to create a spreadsheet:

Select data to export.
Click on Create and Download CSV.
3. When the File Download dialog box displays, click Open to view the data in a spreadsheet or Save to

save the data to your desktop computer or Local Area Network.

N

File Download <}

Do you want to open or save this file?

j MName: 8801_6.CSY
125 Type: Microsoft Office Excel Comma Separated Yalues File

From: imagelockboxdemo.regions.com

[ Open ] [ Save ] L Cancel j

While files from the Internet can be useful, some files can potentially
harm your computer. If you do not trust the source, do not open or
save this file. What's the risk?

4. When opened in Excel, the data may be edited and reformatted as required.

2] Microsoft Excel- 8801 6[1].CSV
(9] Fle Edt Vew Inset Fomat Iooks Data Window Hep

RN " NIE NEN A Y e R R RETAN | i HL
13

D14 v

A | B | ¢ ubEs @ E | F | 6 |

1 |BatchNum Sequence DDA RT Serial CheckAmount ProcessDate
2 | 6 1 0008488 31100209 537934107 1135.76 25206
3] 6 2 0008488 31100209 537939689 126.23 252015

Regions Image Lockbox Online User Guide 11
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Viewing Transaction Data and Images

Image Lockbox Online provides you with the ability to view high level daily batch totals and see images of processed
payments. Also provides options for saving and exporting your payment data.

Lockbox Summary

Lockbox Summary is the first screen you see when you log on to the application. This screen contains:

e Processing information for all box numbers for which you have been granted access by your company
Administrator.

Current day processing information is the default view.

A print option for printing the Lockbox Summary for the date(s) selected.
Box Number “hyperlink” to the Batch Summary screen.

Processing status of each Lockbox.

I Box
Lockbox Summary Batch Summary Administation PI’Cé cessing
tatus
Change the dates Lockbox Summary

n ,the From and To From: August 12, 2015 B 1o August 12,2015 |
fields to search

over a date range.

ype ComEn!ﬁame Batches | Transactions Deposit Total Archive Days From To sing Complete|
i Brmnanam Tholesale Reg"’l';sc;‘;%k&";doe"‘° 3 35 $456,883.30 180 08122015 | 08-12:2015 No
5001 Brmingn Tssooah Rssociation TSt 1 7 0 $220.00583 0 05122015 | 06.12.2015 0B
6002 Birmingham Retail Association Test 2 40 1783 $10,397,345.43 60 08-12-2015 08-12-2015 No
Clicking a
Box
Number
displays Default Archive Days are:
the Batch Wholesale — 180
Summary Association — 120
Retail — 60

May be increased up
to 7 years in 30 day
increments
Contact your Treasury
Management Officer for
more
information.
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Batch Summary — View Batch Totals

As Regions Lockbox receives remittances for your box, the individual transactions are grouped together in “batches”
for processing. Online Image Lockbox displays the processed batches on the Batch Summary screen.

Batch Summary can be accessed by either clicking on a box humber shown in the Box Number column on
the Lockbox Summary grid, or by clicking the Batch Summary link on the Toolbar. Using the Toolbar method:

1. Click on Batch Summary on the Toolbar.

Iy Account My Reports

Lockbox Summary Batch Summary  Search Correspondence Remitters Administration Association Contact Us

2. The screen displays all batches processed for the given date range, the number of transactions in
the batch, including the number of checks and documents, and the total amount of each batch.

VWednesday, August 12, 2015

A\ REGIONS Rutons oo Lk

Image Lockbox Online Application

ﬁ::ﬂ;lg: | kbox SUMmary Balch Summary  Search Conmespondence Remitier AdmiriEtation Associabon Contact Us

3:::2::-: . o ok iy Batch Summary

to refin Eﬂ e | 125W.Bimingham |  Fro Augus 12, 2015 B 10 August 12, 2015 =
your Site. Bwrmangham Typer Wholesale

f;:;c t:llick veow Cheaksard Zees =] [Ratats imagss in POF foibast fit M improve Imags Quaity for POFZn | @ |
Darta. - s . 20 2 45 288 T Chih

hesi 1 gy may view batch intormaion up to 13U days in amears of the curr=nt date.
¥ou may view a maxdmum of B2 Jayc of lockao information at a tinee.

Print Batch Surimary

Clicking the

Batch

number

takes you to

the Batch The types of payments

Detail contained in the batch.

SCreen. Payment types vary by the type
of lockbox. Valid options are:

Retail: Check, Credit Card and
CIE {(Customer Initiated Entry).

Wholesale: Check and Credit
Card.

Association: Check, ACH and
CIE.
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Batch Detall

The Batch Detail screen displays basic information for transactions in a specific batch, including:

e Check data captured from the MICR line of processed checks.
o Serial Number
o Routing and Transit Number
o Checking Account Number
o Amount of the check

o Remitter (Payor) data if available for the transaction. The remitter information is displayed if your company

manually enters your own remitter data or subscribes to the optional Regions Lockbox Data Entry
service.

Batch Detail
>> Batch Detail
Lockbox: 0305 Sie: Nashville Type: Wnolesale  Processing Date: 6/272015 Batch: :‘200n76.'-.‘"2'015E]

Acton [Selected ] |View Checks and Docs  [w] [IRotate images in POF forvestit Dlimprove image cuaiytorpoFzie  TE

L Sequence No. Bemitter Name

0O 1 Highline Fumiture
O 2 Best Woodworking
O 3 Baxter Shipping
0O < Hertage Furniture Productions
O -] Best Fumiture
O 2 ABC, INC
O 4

XYZ, LLC

Total Transactons: 7

To view additional payment information captured from the data entry service for each transaction, users should use the
Search functionality. This feature is discussed in detail on page 21 of this guide.
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In addition to providing a snapshot of the items contained in a batch of payments, the Batch Detail screen
provides you with the ability to view batch items individually or by batch, and also enables the additional options of
exporting data to a CSV file and the ability to export images and data in a Zip file.

NOTE: Viewing and export options are also provided on the Search screen. Many users prefer to use the
Search screen as it provides additional features, including the ability to export information captured from
data entry and also enables you to download images and data across date ranges.

Select a
different
batch here.

Batch Detail
> Batch Detail o

Lockbox: 299 Site: Birmingham Type: Wholesale Processing Date: 6/8/2015 Batch: |[20 on 6/8/2015[¥]
Acton 'Se!ected v View Checks and Docs v CIRrotate images in POF for bestfit [l imorove imagk Quality for POFZip E
[Selected |View Checks and Docs

AllIn Batch | View Checks

LJ 3 View Docs Mo, RT No, Check Account No, Amount
= Zip and Download > PPPTEYYe ol VYTV $110.79
Create and Download CSV
O o T E 342 121000322 000000¢ 924
O - 0000077752 107000152 ) 292
O 4 0000140248 084205708 )21 $444 52
E] _1. 000 ..:--- 41?‘1 00225 ) J 060886 )
Total Transactions

Deposit Detail Report Batch Detall Report Float Totals Report

The top portion of the screen provides information regarding the batch of payments you are viewing, as well as
options for displaying images and exporting payment data. For a complete description of each option, as well
as the image improvement check boxes, please refer to Page 8 of this guide.

Once you have selected items for viewing (individual items or all items) click Go. The system will render images
instantly by opening as a PDF document, or you will be notified by an onscreen message that your request will
instead be made available on the My Reports screen.

Clicking on the Sequence Number of an item will display the Transaction Detail screen, which provides the ability

to view items on demand on the browser page. Please see page 20 of this guide for information about this
screen.

Regions Image Lockbox Online User Guide 15



Batch Detail — Viewing Transaction Images Using My Reports

The ability to display transactions instantly is dependent on several factors, including:

1. The size of the request. When All in Batch is selected, requests will always be accessed from the My
Reports page.

2. Typically, if five or fewer items are selected, the images will open automatically, However, the ability to render
images automatically is dependent on the size if the file, so this may vary depending on the number of
documents included per payment.

3. Checking the Improve Image Quality for PDF/Zip checkbox will send all image requests to My Reports,
including single item requests.

e The Improve Image Quality option is useful, particularly if documents you receive are printed in a
smaller font size.

Whenever images are requested and sent to My Reports, the user is notified immediately onscreen. To access the
requested file, click either the My Reports link at the top right of the Toolbar, or the link contained in the message.

Lockbox Summary Batch Summary Search Correspondence Remitters Administration Association Contact Us

Batch Detail

Batch Summaty >> Batch Detail
Lockbox: 299 Site: Birmingham Type: Wholesale  Processing Date: 6/8/2015  Batch; {3V07n 6/8/2015 E]

Message
notifying you to
access your
images on the

cted ? View Checks and Docs q O rotate images in POF for best i [¥] improve Imallle Quality for POF/2ip m
Your report has been requested and will be available on My Reports

My Reports ‘

Sequence No. ‘ Serial No., Amount
screen.
™ 1 0000040562 §110.79
(M| 2 00000569342 §99.24
O 3 0000077752 107000152 §29.20
O 4 0000140248 084205708 §444.52
0 5 0001022597 031100225 $564 20
Total Transactions. 5 1
Deposit Detall Report Batch Detail Report Float Totals Report
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The time required for images to be made available on the My Reports page is largely dependent on the size of the
request. A large batch containing 50 checks with several pieces of back up documents per payment may take several
minutes before the images are available for download.

Users will receive an automated email to let them know when reports are available for download. To disable this
feature, uncheck the “Receive automated email alerts for reports” checkbox on the My Accounts screen,

My Reports displays download requests for seven calendar days. You can delete a download at any time.

Lockbox Summary Batch Summary Search Correspondence Remitters Administration Association Contact Us

My Reports

Report Type Repor Extension Requested TimeStamp| Details

Batch Detail POF 14772015 11;20:54 Al View

Batch Detail FPDF 1172013 11:29:13 Al gress 1w

Batch Detall ? PDF 1172015 11:29:10 AM Ready for Download Yiew T ownload Delete

| [ 1

Report Type — Displays the Status — Lets you know when a report is
screen from which the report ready for viewing.

was requested.
Details — Click the View link for

Report Extension — Valid information about the download.
extensions are PDF and ZIP.

Download — When highlighted, the report
Requested Time Stamp — The is ready. Click to view your report.
date and time a report request

When you click the Download link you will be provided a File Download dialog box to open the PDF containing your
requested images. If a request is exceptionally large, it is sometimes necessary to index the results into two separate
files. When this occurs, the following screen will display:

Lockbox 1D Report Index
333 1 Download
333 2 Download

Correspondence Detail

Lockbox 1D Process Date Item Image Count Report Index Start Index End Index
333 03/26/2015 1 66 1 1 66
333 03/26/2015 2 64 1 1 64
333 03/26/2015 3 47 1 1 47
333 03/26/2015 4 49 1 1 49
333 03/26/2015 5 48 1 1 48

03/26/2015 A 40 2 1 40
03/26/2015 7 B 2 1 46
333 03/26/2015 8 2 1 46
333 03/26/2015 9 3 2 1 43

In the above example, this large request containing 449 total images was split into two downloads. You may find that
by selecting only one batch at a time (including correspondence batches), you may not be directed to this screen when
viewing report.
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Batch Detail — Batch and Float Reports

In addition to viewing detailed batch information, the Batch Detail Screen also provides you the ability to view reports
by clicking a report option button at the bottom of the screen.

oL el Jsl

Deposit Detail Report Batch Detail Report Float Totals Report

o Deposit Detail Report — Detailed information based on the type of the Lockbox:
o Wholesale — For Data Entry subscribers, information from the checks and documents keyed by Regions

will display. For non-data entry service subscribers, remitter names will display if previously entered by
the client.

o Retail — Displays captured check and coupon data.
o Association — Displays captured check and coupon data.

M REGIONS

Sample Detail Wholesale Lockbox Detail Deposit Report
Deposit Monday, November 1, 2015

g::,aognftor;a XYZ, Inc. Lockbox 999
Client. 17 tems Totaling $963,54

it Date Batch Sequence Number Account Routing And Transit Senal Amount
19712015 1 1 20000197868 053101626 0000297571 $402.58
Payor Name
ABC, Co. Data
Entry
Sequence Number: 2
Deposit Date Batch Sequence Number Account Routing And Transit Serial Amount
1112015 1 2 470014662 064205708 0000141313 $444 52
Payor Name
123, LLC

Sequence Number: 3

Deposit Date Batch Sequence Number Account Routing And Transit Serial Amount

1112015 1 3 44580 021302884 0000125666 $116.44
Payor Name
Smith, Co.

Total For Batch: $963.54

Number of Items: 3
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e Batch Detail Report — Contains the same information as the Deposit Detail Report, but only for the batch
specified by the user. (See example on previous page.)

e Float Totals Report — The Float Totals Report shows detail check float information for a particular Lockbox on
a particular date. The report may be printed or saved as a PDF document. Key information contained on the
report includes:

Date

Box number

Total number of items

Total deposit amount for the day
Float totals

Wholesale Lockbox Float Report

Friday, November 05, 2015

Box Number Client Name Deposit Account Number
929 AYZ, CO. 3092309
Total Items: 8

Total Items Amount: $17.,309.12

Total Float
amounts
PK%TESSed Collected Balance One Day Dollars Two Day Dollars
in Days.
Collected

Balance = $0.00 $17.309.12 $0.00
0 days
float.

Thank you for banking with Regions!
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Transaction Detail Screen

On the transaction detail screen, you can view images of transactions on demand on your screen without the need to
generate PDF documents.

e The default view on the transaction screen is the check displayed in the primary image window.
e All documents associated with the transaction appear on the bottom of the screen with a thumbnail image, View
option, and Download to PDF link.

o Selecting the thumbnail will display the document in the primary image window, replacing the check.

o Clicking the view option will open the selected item in a full screen display, with clickable thumbnails at
the bottom of the screen. Clicking on the thumbnails or pressing the arrow keys on your keyboard will
cycle through the available images.

o The Download to PDF link will generate the selected image in a PDF file that can be printed, exported, or
saved for archiving purposes.

Transaction Detasl

zin! == Transsction Dwisl

Selaci Traenaction 3 [w]

on DS9EE
Test Check Image
B R e
PATRDE tipelinetne "
T T T e TR PP PP ST EL PP T ax mw

— = !%u«-_]&n.w__. SN

POLNE W OGLDOT11 ot OEO2 30 o FOCO00 §0 L 2 e

Chtl s (i Ciuplicy 1 B Dowerests | Doneinnd Dugs 3 POF
BT |Accoend Humber | Sedial Mumbser | Amourrd Aumbarr |
veeraa| 000008 faes pase [ E |y | oo Jossemen e [
Fans 1 Fawn 2
Cpermine 10
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Search

The Search feature allows you to quickly and easily search for processed transaction information and images. The
Search screen contains options for specific item searches and searches across date ranges.

For Example:

e Wholesale: All Wholesale users can search based on MICR data captured from processed checks. Data Entry
subscribers may search by keyed data such as an Invoice Number or Patient Account Number. Non-Data
Entry clients can search by Remitter name, if previously entered on the Remitter screen.

e Retail Lockbox and Association Lockbox users can search based on MICR data captured from processed
checks and MICR information from the payment coupon.

e |f you have multiple boxes, you can conduct a search across all boxes of the same type. (All Wholesale, All
Retail, All Association.)

e Search can be conducted up to the maximum number of archive days for the lockbox(s) in 60 day

increments.
Sample Search Screen for a Wholesale Data entry
client
My Account My Reporis
Lockbox Summary Batch Summary  Search Association
Bparch
2. Select a pmr— (A I 1. Settings Tab — User defines their
=aiings . . .
box number N own display criteria.
or all boxes - |
Of the same Basic Information
type. Then
select the Lockbox: 125-Bimningham  |#| Processing Date: | Equal To [s] January 18, 2011 5] I |
date/dated Results Per Page: [20 %] Batch No.: Equal To [+]
range an
number of
Results to Chock Tnformati
dISp|ay per ack Information )
page Amount: Equal To M |
ge. : 3. You can narrow your search
Serial No.: | Containg [l 2 to a specific check dollar
R/T No.: Equal To [l ’ amount or other data captured
Account No,: |Equal To M from the MICR line.
wholasale Detail
4. Wholesale
clients that Payor Mame [Ecual To :| I
subscribe to . - 2R o |
afoupiACcount Mumber L3 o » .
the Data Entry ) " ) |Eq — B 1 6. Click Search to run your
H ale Frepare qual o g .
service may e 9 /l—. search. Click Clear All to
search based Desk Code |Equal To ¥ | N reset the fields.
on keyed data Batch Number |Equal To = |
here. m m
5. Wholesale
Clients who T e
manually enter
their own Remitter Name * | Equal To :]
remltter data >n search by Remitter Name, you must enter the Remitter information using the Remitters option located on the Toolbar,
using the = e
Remitter
Toolbar option
may search by
Remitter name
here.
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Search Results

Search Results display based on the Search Settings defined by each individual user. From the Results View you
are provided the same options for viewing, printing and exporting as discussed in the User Log in and Navigation
section.

Search Results Example for a Data Entry client

Act On:|Selecte |View Checks and Docs l] ORrotate images in POF for best fit Climprove Image Quality for POF/Zip d
] Payor Name Group/Account Number Processing Date Amount

[ view] MEMORIALGROUP HEALTH 431243 11/5/2015 $797.64
[0 view] METROHEALTH SYSTEM 433520 11/5/2015 $927.03
[0 View|] METROHEALTH SYSTEM 433520 11/5/2015 $425.56
[0 view] METROHEALTH SYSTEM 433520 11/5/2015 $256.31
[ view| METROHEALTH SYSTEM 433520 11/5/2015 $147.30
[0 view| UTILITIES GROUP HEALTH 433561 11/5/2018 $1,620.40
Dl gl UTILITIES GROUP HEALTH 433561 11/5/2015 $13,113.20
[0 view UTILITIES GROUP HEALTH 433561 11/5/2015 $21.68

Total Items: 8
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Correspondence

Frequently, your remitters include documents with a payment that are not a part of a payment transaction. These
types of documents are referred to as Correspondence and may include;

e Change of address requests from your remitters
e |mportant communications from a client’'s remitter to the client
e Changes in payment terms notification from your remitter

The Correspondence Imaging Service enables users to view correspondence documents online. As documents
are received, they are scanned and batched. Typically, batch sizes are limited to approximately 50 items. To view
scanned correspondence:

1. Click the
Correspondence
Tab on the
Toolbar.
My Account My Repors
Lockbox Summary Batch Summary Search Correspondence Remitters Administration Association Contact Us
Correspondence
5. Click
2. Select a "
box Lockbox: | 333-Bimingham ¥ From:  November 8, 2015 H  To |Nover gemeve @
" ata.
number e o
and date. . Site BTlngharn 3. Select le
View Selacted v| View ty for PDF/Zip [ Go |
View Selected Selected
Zip and Download or Zip and
Download.
ltem Image Count
11/15/2015 26
1111872015 22

11122/2015 6

(P I N

Total Transactions. 3
4, Check the Column Header check
box to select all batches or an
individual batch to view. Note:
Selecting the Column Header check
box will render all requested
batches as a single batch.

Depending on the size of the request, correspondence batches will
render immediately or will be made available on the My Reports
page. See page 16 for complete information regarding accessing
batches using My Reports.
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Remitter Function

If you are a Wholesale Lockbox non-data entry subscriber, the Remitter screen gives the ability to enter remitter
name and check data so that searches can be conducted on processed payments. In addition, when remitter
information has been entered and saved, remitter names will display on the Batch Detail screen, Detail Deposit
reports, Search results and CSV file downloads as payments are processed for the particular remitter entered. The
remitter screen is comprised of three sections:

Section 1 — Remitter Download and Remitter Search: Used to download a list of previously entered remitter names
in a .csv file format and to search for specific remitters in order to edit the entry.

Section 2 — Remitter List: Displays a list of all remitter names and check information that have been entered and
the Box Number for which the remitter information was added. This screen includes the ability to Edit or Delete
entered remitter data.

Section 3 — Add Remitter Data Section: Select the box number (if applicable) for which you expect to receive
frequent payments, and then enter the Routing Number, Check Account Number and Remitter Name exactly as
you want the name to display.

See the Batch Detail Section of the User Guide for an example of how
Remitter names display.

Search for Remitters

previously

entered

remitters Select | Selected v m

here. e

Filter Remitter Data: | All Remitter Data :] I m
Remitter [
information . Lockbox Routing Number Account Number Remitter Name
displays : = P s P PP01E 19:02 P l Delote
125 23423423 234231 XYZ Cor 172015 1202 PM dit Delgte
here. O — —
Total Remitters: 1 1

Add Remitter Data

Lockbox 125-W-Birmingham ZJ

Add Routing Number: *

Remitter
data here. Account Number: *

Remitter Name: *

- mandatory fields

Add J Clear
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The Contact Us Toolbar option contains contact information for Regions Client Services, including the toll-free phone
number and automated email address.

Regions Client Services representatives are available to take calls Monday-Friday between the hours of 7 a.m. to 6
p.m. Central.

” Welcome, Jane Doe Tuesday, January 11, 2018
A R[:GIONS Regions Demo LoorDox w5207
Image Lockbox Online Application
ROGIONS will Do CI03e¢ 0N January 17 In cOsenvance of Martn Luther King Day
Halo How are You?
Contact Us '

Client Services
1-800-787-3905 Optioné

ClientServicesGroup@Regions.com

Additional Assistance

If you have questions after reading this guide, please contact Client Services at 1-800-787-3905 from 7 a.m. to 6
p.m. Central Time.
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This guide is for general informational and reference purposes only and is entirely subject and subordinate to
the terms of the respective written agreements for the products and services described above. This guide does
not constitute a contract or representation or warranty of any kind, express or implied, nor does it in any way
supplement, replace, modify, or amend the terms and provisions of the written agreements that govern the
products and services. You should review actual product and service agreements carefully to understand the

terms that govern the products and services and the rights, responsibilities, and liabilities of parties thereunder. A"A R E G I O N S

It’s time to expect more.

(ENDER © 2015 Regions Bank. Member FDIC.



