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Loqgging on to ABIL Web

To access ABIL Web, enter https://abilweb.bbok.com into the addmessof your
Internet browser.

On every visit to the ABIL Web site, the Client Authenticatiomaaw will open. This
window will list all of the ABIL Web digital certificatesnstalled on your PC. To
continue to the log-on screen, select the appropriate certificate and click OK.

Identification

The Web site you want to view requests
I identification. Please choose a certificate.

Mame Issuer
Adminiskrator ABIL
Corey ABIL
l More Infa.. ] [View Certiﬁcate...]

[ Ok H Cancel ]

¢

)

For more information on digital certificates, refer to the “Requesting and
Installing Digital Certificates” section of this manual.

On the log-on screen, you will be asked to enter your user ID asivped. As your
digital certificate is associated with your user nameUser ID field will be pre-filled.

Because of that, you will only be required to enter your passwordsdeurity purposes,
the characters that comprise your password will be representestdyisk (*). This helps
to ensure that only you know your password.



Enter your passwori below, then
click Login to access the system.

User ID: |Corey

Password: ""iiiiﬂ

When you first access ABIL Web, you will be given a temporasgward by the ABIL
Web administrator at your bank. The first time you enter yourwsass you will be
required to change your password to something of your choice.

{ All ABIL Web passwords must be a minimum of eight charactes in length.
,‘/ The passwords must consist only of alpha-numeric charactefg, B, C, 1, 2,

3, etc.). No special characters (!, @, _, etc.) may be used.

For security purposes, ABIL Web will require that your changer ymssword every
thirty days.
{ When a user account has been locked out due to failed passwatiempts,
d
@ @ the account can only be reset by your institution’s ABILWeb adinistrator.

/
Bankers' Bank of Kansas will not reset user accounts.

The ABIL Web Dashboard

After you have successfully logged on to ABIL Web, you will be takethe Dashboard,
or the main screen. This screen is referred to as the Dashbecause everyone one of
ABIL Web’s applications can be launched from this one point.

The Dashboard consists of three main parts: Navigation menu, Applicaénu, and the
Account Summary.



Account Summary

Application Navigation

Applications
Reports
Configuration
Tools

suo-q. 9-5715

Navigation Menu: Allows users to access BBOK’s web site, returthe Dashboard,
access Help files, and Log Out of the ABIL Web system.

Application Menu: Provides access to all of ABIL Web’s transaction functions.
Account Summary: Provides an overview of your account.

‘ In the upper left corner of the Dashboard is a timer whif counts down from
s fifteen minutes. This timer acts as an extra security nasure, logging a user

-~
/ . -
out of ABIL Web after fifteen minutes of inactivity. As a user moves from
screen to screen, or refreshes the current screen, the timeillweset to fifteen

minutes.

Account Summary

The Account Summary pane is broken down into two sections: accoumhation, and
new transaction information.

The account information on the left-side of this pane provides infammah the Fed
Funds rate, today’s account balance, the sum of today’s transactidrtegamost recent
sale or purchase of Fed Funds made to the account.

The new account information, located on the right-side of the pangsshe number of
new incoming ACH, MICR, and Wire transactions that have posted tctoeint. There
will also be notice of any messages you have received via the WBb messenger , as
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well as the total number of transactions that are still awaiting veiiirca

g The numbers to the right of each of the incoming transaabin types are
; actually links to the corresponding transaction screens. For exgofe,
¢ clicking on the total next to the new incoming ACH transaabns will take

you to the Incoming ACH screen.
APPLICATIONS

The Application Menu

The Application Menu is divided into four parts: Applications, Reports, @Qardtion,
and Tools. Clicking on any of the menu options will open a submenu contaéng t
functions associated with that particular category.

Applications

Account Information
ACH

Coin and Currency
FED Funds

Large Dollar Returns
MICR

Savings Bonds
TTE&L

Wire Transfers
Verify Transactions
Financial Institution Info.

The Applications sub-menu includes: Account Information; ACH; Coin & €hay; Fed
Funds; Large Dollar Returns; MICR; Savings Bonds; TT & L; &Vliransfers; Verify
Transactions and Financial Institution Info.

The Reports sub-menu includes: Daily Statement, Reclassificaif FF, OFAC
Compliance, OCC Money Laundering and User Authority.

The Configuration sub-menu includes: Manage Users, and Change Password.
The Tools sub-menu includes: Messenger, Archive Data, and Audit Log.

The Application sub-menus will only display the applicationgor which your

f institution has subscribed. Menu options will also be ited to each
-
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individual user’s rights.

Clicking on any of the menu options will open a corresponding screen wbereill
perform all functions within each transaction type.

ACH

Perhaps the most valuable functions in ABIL Web are those pertamiAg¢H. With
ABIL Web you can utilize all of the ACH options. The ACH sub-menwersfffour
transaction choices: Origination, Incoming ACH, Notice of Change, and Returns.

Mﬁ Infor Iﬂ%ﬂ\

ACH
Motice f Change
Qrigination
Return
Incoming ACHs
unt Databas

Cherk 8dinstiments

Incoming ACH

Three times a day, BBOK posts ACH files received from #deFal Reserve. Any ACH
files received for your institution will be available to you viBIA Web. For more
information on BBOK’s processing times, refer to the ProcesSatgdule at this end of
this manual.

There are two export options available for incoming ACH files: ExporNAaW Files and
Export Selected Files.

11



Wiewr Dransad s Search Transactons

Incoming ACHs

Prevew  Dale and Time Balches Dabid Armount  Credit Amoen Expored Expord

Fan. 2 §1 38814

Selecting the Export All New Files option will automaticadiyport all of the new ACH
files to a location specified by the user. These files vglicombined into one larger file
upon download, preventing the need to download four separate ACH files.

g Any file that is marked No in the Exported column is considered a “new”.

; Files marked Yeswill not be downloaded when exporting new ACH files.
/

The Export Selected ACH Files option will let you specify indiaal files for download.
To choose individual files, click the box in the Export column to the rmgtthe file.
ABIL Web will then only download the files which have been selettgdyou. To
deselect any file you have marked, simply click the box a setiom@to remove the
check mark. You can also click the Deselect All ACH Files buttonlear the Export
column.

? Even though a file may be marked as exported, it can be download more

- than one time.

When an ACH file has been successfully exported, the Exported stdituhange to
Yes.

To view a full detail listing of any incoming ACH file, click the Prewi button to the left
of any transaction. To print a copy of the Full Detail ngticlick the Print button at the

12



top of the window.

Print Close RECOMMENDED PARER ORIENTATION - LANDSCAPE

DATE AND TIME: 09/01/2Z006 10:25 AM ACH FULL DETAIL LISTING PAGE: 001

FILE HELDER:
IMMEDIATE DESTINATION ORIGIN DATE TIME IDHaD
101104305 EEBOE 101104805 09-01-06 07:26 A

ELTCH/COHMPANTY HELDER:
COMPANY NAME DISCRETIONARY DATA co. ID CLASS  DESC D3C DATE EFF DATE SETL JUL ORIG. DFI  BATCH NO
ITS SETTLEMENT  DAILY SETTL = 020106 1421171146 CCD DAY 090106 O1-06-09 09-01-06 244 0730-0064  000OOOL

ENTRTY DETAIL:
TC  R/T-ABA ACCOUNT NUMBER AMOUNT — WAME DD INDIV. ID HO. THRACE NUMBER
27 101104805 a 164.33 TUULLIL I 10110099 073000640000973

ELTCH/COMPALNY CONTREDOL:
ENTRY COUNT ENTRY HAZH DEEIT AMOTUNT CEEDIT AMOUNT  ORIG. DFI EBATCH NO
nooool 0010110480 164.33 0.00 0730-0064 0000001

ELATCH/COMPALNY HEALDER:
COMPANY HAME DISCRETIONARY DATA co. I CLASS  DESC D3C DATE EFF DATE SETL JUL ORIG. DFT  EBATCH NO
AMERTCAN EXPRESS 7775000056 CCD A1IIIZZ°IES 08-31-06 09-01-06 244 0z10-p002 oooopoz

Pop-up blockers can interfere with your ability to downloadfiles from ABIL
Web. These blockers may also affect your ability to view statemtnand
transaction details. To avoid this problem, you may need to temparily
disable your blocker. You can also manually override any pop-up biker by
pressing and holding theCtrl key on your keyboard while clicking an export
option. This will allow you to override your blocker without disabling the
program.

RS\ N

After an incoming ACH file has been previewed, the Batches In Seledeskection will
be displayed at the bottom of the screen. This section will showmatam related to
each batch contained within the file. Each batch will list ftecéive date, company
name, and debit and credit amounts. These individual batches can plsvibeved and
printed if needed.

ACH Origination

To create a new ACH file, click Origination on the ACH apgiicn sub-menu. Doing so
will bring up the ACH origination screen.

13



Add Import Yiew Transactons Search Transactions

ACH Origination
Account Mumber: hd

Qrigination Type: hd

From the drop-down menu, select the appropriate origination type. Aeadalgination
types include: bill collection, cash concentration, cash disburseme®$P3
enrollment, Misc. debit/credit, payroll, credit only and debit only, and International

Crigination Type:| —————————— W

Bill Collection

Ca=zh Concentration
Cazh Dizburzement
EFTPS

Enroliment

Mizc. Debitz/Creditz
Payroll

Destroyed Check
Reprezented Check
Credit Qnhy

Debit Onby
Internaticnal

To create an ACH file, enter all necessary information in the provided figlddl@vs:
Effective Date: the date all included transactions will take effect
Entry Description: descriptive information about the transactionwiiabppear
on a customer’s statement
Originating Company and Federal Tax ID: the name and tasf fbe company
originating the transaction
Credit/Debit ABA number: routing number of originating and beneficiary banks
Credit/Debit Account Type: account type being debited or crediteecking,
savings, loan, G/L)
Credit/Debit Account Name: The name of the originator and/or the beneficiary
Total Credit/Debit Amount: Dollar amount of debit or credit.

14



[ Prenatification Transaction O FPending Transaction

Effective Date: |09/05/2006 ﬁ Entry Description: | Test
Qriginating Company: |[BEOK Federal Tax |D: 4581234566
Total Amount: $0.00
Debit ABA Mumber: [110104505 Dehit Account Type: | Checking v
Dehit Account Mumber: |1234567 Dehit Account 1D (CA

Dehit Account Mame: | JOHM DOE
Dehit Addenda Info:

Credit ABA Mumber: [110104805 Credit Account Type: | Checking w
Credit Account Mumber: |456783 Credit Account 1D |JD
Credit Account Mame: | JANE DOE
Credit Addenda Info:

Amount: 1.00 [ Prenatification Entry

Miscellaneous Debits and Credits
-- Mo Ertries --

There are two additional options available for every ACH origination:
Prenotification Transaction and Pending Transaction. By selectm
Prenotification Transaction, you can designate an entire ACH I, or even
one entry, as a prenote. The second option, Pending Transaction,llvallow
you to create a file in advance of its effective date, placing imh a “holding
gueue” until you are ready to send the file.

RIS\ N

Once you have entered your data, click the add button to add thecettiey ACH file.
To add additional entries to the same ACH file, repeat the entire process.

After you have created your ACH file, enter a description inQhgination Description
field. The information entered into this field is reference infdromaused to help you
easily identify the transaction at a later time.

Origination Description:| ENTER REFERENCE INFORMATION HERE

[fan % appears by any field, it indicates a data entry error.

To complete the transaction, click the submit button.

7 After you have clicked the Submit button, you will be askedo confirm the

)
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transaction. If you do not click the Confirm button, the transaction will not be
completed.

ACH Imports

With ABIL Web, you can import ACH origination files directlyto the system, reducing
the time needed to complete an ACH origination.

To import an ACH file, click the Import tab on the ACH Origination screen.

Add Import View Transactions Search Transactions

ACH Origination

Account Mumber: | BEOKACH v

Flease specify the file that contains the required information.

ACH Origination File:

File Description:

Next, click the Browse button to locate the file. Once the fds been located, enter a
transaction description and click Submit.

If the file is successfully imported, a confirmation window witien showing the number
of batches and entries contained in the file, as well as the aed credit amounts. To
finish submitting the file, click OK.

Microsoft Internet Explorer @

<P MOTICE: The ACH file was successfully imported!
-

-
Mumber of Batches: 00000015
Mumber of Entties: 00000026
(including Addenda records)
Total Debit Amount: $117,608.80
Toktal Credit Amount: $49,944 44
In order fFor the file to be processed, the imported
data must now be submitted. \Without submission,
the ACH file wil be permanently lost,

Do you wish to submit the file?

Click. OK to continue, or click Cancel to abort,

Ok Cancel

16



To successfully import, the ACH file must follow both theACH guidelines
and the NACHA formatting guidelines. Files that are not formatted
correctly, or contain an error, will not import into ABIL Web. If a file fails
to import, an error message describing the problem will appear.

RIS NN

ACH Returns & Notice of Change (NOC)

With ABIL Web, you can generate ACH returns and Notices oinGagNOC). These
transactions can be generated manually, using the Add tab oradiclm using the
Automated tab.

The transaction screens can be accessed by selecting e@theiRAturn or Notice of
Change from the ACH application sub-menu. Next, choose the method tbrereg
clicking the appropriate tab.

Add Automated View Transactons Search Transactions
ACH Return
Account Number: b
Reason: -
Entry Class Code: |- »
Company Mame: Company |D:
Qriginal Trace Number: Entry Description:
ACH Transaction Code: | —emmeeeeeeeeeeeee v Effactive Date: |09/05/2006 B
Account Mumber: ABA Mumber:
Account Mame: Account ID:
Amaunt: Discrete f Card Code:
Receiving DF| of Return: {ODFI of the Original Entry)
Discretionary Drata: Descriptive Date:
Return Description:
Ifa %' appears by any field, itindicates a data entry errar.

With the exception of some minor details, the ACH Return ad the Notice of
Change screens are identical. The process of completing battansaction
types will be similar as well. Due to their similarities this manual will focus
on creating an ACH return. To create a NOC transaction, you wilfollow the

17
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same procedures outlined for returns.

To start the transaction, select the reason code from the drop-down menu.

RO - Insufficient Funds

ROZ - Accourt Closed

RO3 - Mo Account § Unable to Locate Accourt

RO4 - Invalid Account Mumber

ROS - Unauthorized Dehit to Consumer Account Using Corpaorate SEC Co

ROE - Returned per ODFI's Reguest

RO7 - Authorization Revoked by Customer

RO - Payment Stopped or Stop Payment on Source Documernt

RO8 - Uncollected Funds

R10 - Customer Advises Mot Authorized

R11 - Check Truncation Entry Return

F12 - Accourt Sald to Anather DFI

R14 - Representative Payee Deceased or Unable to Continue in that Cap

F:15 - Beneficiary or Account Holder Decessed

R16 - Accourt Frozen

FA7 - File Record Edit Criteria

F20 - Mon Transaction Account

F21 - Invalid Company Idertification

F22 - Imvvalicl Incividual 1D Mumber

F23 - Credit Entry Refused by Receiver E

R24 - Duplicate Ertry H

F29 - Corporate Customer Advises Mot Authorized

R - Permissible Return Entry

HF33 - Return of XCK Entry H

R37 - Source Document Presented for Payment

I::SB - Stop Payment on Source Document I
o0 - State |ave Affecting RCK Acceptance

ABIL Web will then populate the screen with the fields necgssarcomplete the
transaction. The information required for each field can be found on tgmabr
transaction. Once the information has been submitted, enter actrangdescription and
click Submit.

Automated Returns and NOCs

Perhaps the easiest, and quickest, way to create an ACH retarN©C is to use the
automated feature. To automatically create a return/NOC, ttleelautomated tab at the
top of the screen. This will allow you to locate a particukmiby date range, amount, or
trace number.

18



__l Automated Yiew Transactions Search Transactions

Search Incoming ACHs

Account Murnber; | demo v

Enter an effective entry date, amount, or original trace number to find.
Ta find all entries on & particular date, simply enter the begin date with no end date.
Begin Date: BH  EndDate: B and
Armount: | Equal To b and

Criginal Trace Mumber:

After the system has returned the results of your segoch¢an create a return or NOC
by clicking the appropriate button to the left of each search result.

Return
NOC

The seafch criteria specified above yielded the following results:

12
Entry Detail
By w2 Amount: $25.00 PreMote: Mo
ABA Mumber, 101104305 Account Type: Checking
Account Mumber: BHEHYEE Account IO ACHPOOOOO0045326
Account Mame: O .
Discretionary Data: CR Trace Mumber: 0115001 24372369
ACH Tran Code: 27 ACH Transaction Type: Dekbit

Effective Entry Date: 0553172008
Addenda Info:

3] Amount: $25.00 Prehlate: ho

This will automatically create a return or NOC with alltbé data fields completed for
you. The user wills only needs to assign a reason code, entesactian description and
click submit.

19



Add Automated ¥iew Transactions Search Transactions

ACH Return
Account Number; | BBOKACH v
Reazon: v
Entry Class Code: | CCD (»
Campany Name; |LL! = Company |D; (9951916017
Criginal Trace Murmber: |011500124372669 Entry Description: | CASHREPLEN
ACH Transaction Code: | 26 - Original waz 27, 28,29+ Effective Date: |08£312008 ﬁ
Account Mumber; |focoocs ABA Mumber: [101104805
Account Mame: Account |0 | ACHPOODOO0048326
Amount: 25.00 Digcrete / Card Code: |CR
Receiving DF| of Return: (011500120 {ODF| of the Qriginal Entry)
Discretionary Data: Descriptive Date: (010101

Return Description:

If a ' appears by any field, it indicates a data entry error.

Returns and Notices of Change can also be automatically genezdtby
clicking the Search tab on the Incoming ACH screen.

RIS NN

Check Adjustments

To access the check adjustment screen, select Check Adjustroemnthie Applications

menu.
Applications

Account Information
ACH

Check Adjustments D
|"I]'" Al I T T

N\

From the drop-down menu, select the appropriate check adjustmentAtyakable
adjustment types include: CA1000, CA2000, CA4000, CA5000, CA6000, and CA7000.

20



Check Adjustments

Account Murnber; | BEOKACH v

Check Adjustments Type: e’

CA1000 - Caze Open
CA2000 - Caze Acknowledgement
CA4000 - Caze Status Inguiry

CAS000 - Case Rezolution

CABONOD - Case Status Inguiry Reponse
CA7O00 - Case Cancellstion

Select the Receiver ABA Number from the drop-down menu. By detaistfield will
always be pre-filled with the receiver ABA 101000048-Kansas City.

Feceiver ABA Mumber: | 021 204005 - East Rutherford LY

— T e —
021305001 - Lhica
031000040 - Philadelphis
o 041000014 - Cleveland
Irvestigation Type: | 042000437 - Cincinnsti
Message Type: 043000300 - Pitt=shburgh
044000503 - Columbus
Amount: (051000033 - Richmond
. |051900023 - Charleston
B e 052000273 - Baltimaore
Sender Ref Number: 053000206 - Charlotte ne
L ) . |053900059 - Columbia
counting Entry Identifier: 051 D001 45 - Atarta
Contact Marme: |062000190 - Birmingham HIE
ORANN019A - Jack=nnville

sponding ABA Mumber:

Next, select an investigation type from the drop-down menu.

Case Information Fields
Investigation Type: | -

Message Type: |

EMC - Encoding Errar
AMount: || hE - Listed Mot Enclosed

Entry Type: L=T - Listed Error

INFO - Infarmation

Sender Ref Mumber |mL - prota In Liew ner:
unting Entry Identifier: [F2I0 - Paid
Ml - Mat Our fem
Contact Mame: |PREG - Photo Reguest ne:
|Z0R - Source Of Receipt i
From Cash Leter iy enclosed ot Listed ter

Froduct Type: |FREE - Free
ERR - Entry In Error
MBOL - Mizzing Bundle

Aelyico Twno [kl hdiccine Cack | oHar

Diocurment To Follow:

For more information on Check Adjustment and Investigation types, see the
& » “Check Adjustments Guide” in the back of this manual.

.‘\

A
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Next, enter your data into the Case Information fields. Depending tn@ocase and
investigation types you choose, the information fields may vary.

Once you verified that all of the information on the screen isecrclick the Submit
button to send the transaction to BBOK for processing.

Coin & Currency

If your bank is authorized to order currency through the Federan®Res/ou may do so
via ABIL Web. To access the currency order screen, seleat &l Currency from the

22



application menu and click Federal Reserve Bank.

N
~— A

By default, the bank name and ABA number fields will be preefiligith your
institution’s information. You will only need to enter your branch name branch code.
Both should be provided to you by the Federal Reserve.

As you enter the amounts of each denomination needed, the Order i€ltalvifl
automatically update. Once you have completed the order, click Submit.

If you make an error entering an amount, an error message wildppear to
tell you the correct order increment for that specific denomination.

I\
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Fed Funds

Based on the amount of funds in your DDA account, you may either invésiriaw
from our Federal Funds pools. Using ABIL Web, you may increasesaredse your Fed
Funds amounts. To begin, select Fed Funds from the Application menuwill ke
you to the Fed Funds screen.

The Fed Funds screen is broken into two distinct parts: Account Informand Fed
Funds. The left side of the screen provides information about your accdums

information, which is updated every thirty minutes, will reflgour bank’s beginning
balance, the sum of today’s transactions, the actual account hadawcéhe available
balance.

To view more detailed information about the sum of today’'s traéiosec click the
Preview button to the right of that field. Doing so will provide yothve printable detalil
report of your transactions.

24



The right side of the screen provides all of your Fed Funds acdofortmation.

Information pertaining to your Fed Funds account includes your beginmmegtment
balance, beginning borrowing balance. From this screen makdnaenis to your Fed
Funds account. You will choose either to invest or borrow, depending omgeds, by
selecting Invest or Borrow from the drop-down menu.

Next, enter the new ending balance of your Fed account afteratigacttion has been
completed.

After you have verified that all of the information has been edtecerectly, press the
Submit button to complete the transaction.

25



, Account information can also be accessed by selecting Accounformation
f from the Applications menu.

D

Large Dollar Returns

To notify another depository institution about check returns greatei$th&00.00, select
Large Dollar Returns from the Application menu.

T
~_

On the Large Dollar Returns screen, enter your data in the appeofigkls using
information provided on the original transaction. By default, the Accountb¢r, Payor

ABA, and Payor Bank Name will be pre-filled with information cfie to your
institution.

26



After you have verified that all the information enteredasrect, click the Submit button
complete the transaction and send it to BBOK for processing.

MICR

To access and download your daily MICR transactions, select MI©R fthe
Applications menu.

—
~_

The Incoming MICR detail screen will show you records of both otiaad past MICR
files that have been received. Items are listed by the datme&received, and the debit
amount.

27



There are two export options available for the MICR statenteqgort All New MICR
Files, and Export Selected MICR Files. Selecting the ExpdriNalv Files option will
automatically export all of the new MICR files to a location specifiechbyuser.

The Export Selected MICR Files option will let you specify indisal files for
download. To choose individual files, click the box in the Export columheaight of
the file. ABIL Web will then only download the files which haveebheselected by you.
To deselect any file you have marked, simply click the box ansettme to remove the
check mark.

You can also click the Deselect All MICR Files button to clear the Export eolum

When an MICR file has been successfully exported, the Expodédas siill change to
Yes.

To view a full detail listing of any incoming MICR file, ck the Preview button to the

left of any transaction. To print a copy of the Full Detagting, click the Print button at
the top of the window

28



Savings Bonds

You may also order Savings Bonds to purchase Series EE and ISsoieds from the
Federal Reserve. To access the saving bonds screen, selegs3onds from the
application menu.

>

To begin, select the appropriate bond choice from the Bond Type drop-dstwn |
Available choices are EE and I. The system will automagicgdtate the bond pricing to

match the selected bond type. Likewise, the order totalupitlate to match the new

pricing.

On the Savings Bonds screen, enter your data into the appropridsg $iellecting a co-
owner or beneficiary if needed. By default, the Account Number, ARdber, and
Purchase Date fields will all be pre-filled. The Total and ©rdetal fields will
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automatically populate as you enter quantities for each bond denomination.

After you have verified the information, enter an Order Desonptand click Submit to
send the transaction to BBOK for processing.

/ A savings bond screen cannot be completed until the Caref @ed has been

‘4 filled in. This is a required field.
Z

Treasury Tax & Loan (TT&L)

To help you report your collection of taxes to the Fed, ABIL Web @bssesses a TT&L
screen, complete with fields designed to match an AdviceeadiCicket. To access the
TT&L screen, select TT&L from the Applications menu.
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Enter your data (exactly as it appears on the ticket) intagpeopriate fields. After you
have verified that the information entered is correct, click the Submit buttonlaittben
of the screen to send the transaction to BBOK for processing.

Wire Transfers

To access all of ABIL Web’s available wire transfer fimies, select Wire Transfer from
the Application sub-menu. Available wire transfer options in ABILbVifeelude: Foreign
Transfer, IntraBank Transfer, and Wire Transfer (domestic transfers).
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Incoming Wires

Through ABIL Web, BBOK makes available detailed files of albming wire transfers
for your institution. To access the incoming wire transfergcséhcoming Wires from
the Wire Transfers sub-menu.

As with the incoming ACH and MICR files, the Incoming Wires hawe export options
available-Export All New Wires and Export Selected Wires.

Selecting the Export All New Wires option will automaticadbyport all of the new wire
files to a location specified by the user. These filesllcombined into one larger file

upon download.

The Export Selected Wires option will let you specify individuakwiles for download.
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To select a specific file, click the box under the Export categABIL Web will then
only download the specified files.

{ Not every core system can successfully import wire filesodnloaded from
; ABIL Web. It may be necessary to contact your provider to verifythat your

system has the ability to import wire files.

When an incoming wire file has been successfully exported the Expcategory will
have changed to a Yes.

Searching Incoming Wires

The easiest way to locate any incoming wire transactitm use the search function. To
search for specific wire, click the Search Transactions tais. wWill allow you to locate a
particular item by a date range, amount, beneficiary name,@nator name. When the
system has completed its search, it will display a list results thahryeur criteria.

Wire Transfers

Another prime advantage of ABIL Web is the ability to electrdhyjoanter and submit
wire transfers. To initiate a wire transfer, selectaViransfers sub- menu. With ABIL
Web, you now have the option of manually creating a wire transfempmorting a wire
transfer straight into the system.
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Enter your data into the appropriate fields using information providegbtwoby the
customer. By default, the Account Number, Debit Bank Name, and Agikér fields
are pre-filled.

After you have verified that the information entered is correct, enter autestand
click the Submit button at the bottom of the screen to send the transaction to BBOK for
processing.

Foreign Transfer

ABIL Web will also facilitate the creation of foreign witensfers. To access the foreign
wire screens, select Foreign Transfer from the wire transfer sub-menu.

Enter your data into the appropriate fields using information providegbtwoby the
customer. By default, the Account Number, Debit Bank Name, and Asikér fields
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are pre-filled. While the foreign transfer screen is sintdathe domestic transfer screen,
fields for bank codes and swift codes have been added.

ABIL Web can also facilitate transfer in foreign currenci€s select a currency other
than U.S. dollars, click the Currency drop-down menu.

While transfers can be made using foreign currencies, it shadibe noted that
ABIL Web will not automatically convert the transaction amounts To
ensure that you are sending the correct amount, you must emtthe amount
after the conversion has been made.

RIS NN

After you have verified that the information entered is correct, enter autestand
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click the Submit button at the bottom of the screen to send the transaction to BBOK for
processing.

Intrabank Transfer

Should you need to transfer funds to another BBOK customer, you may \da an
Intrabank Transfer. This transaction type is located under the Maresfer option of the
Application menu.

To initiate an intrabank transfer, enter the ABA number of the bankiich you want to
wire, the amount, and then any comments or additional information ybutevigovide.
Click Submit and then Confirm to complete the transaction and sdandBBOK for
processing. By default, the Account Number and Debit Bank Nanheébevipre-filled
with your institution’s information.

A list of BBOK customer banks is available orwww.bbok.com

I\

OFAC Scanning

All wire transactions originated within ABIL Web are automallic scanned against the
OFAC list. BBOK ensures that ABIL Web is scanning evergidagtion against the most
current OFAC list by updating the database nightly. Therefdreyiee transactions
originated within ABIL Web are being compared against the masent version of the
OFAC database available.

4
" Please note, that while ABIL Web will scan originated itemsit is still the
/

responsibility of each institution to check their own transactions.

When a transaction has been submitted it is scanned against the dff@se. If a
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potential violation is found, a link providing access to information reletede potential
violation will appear at the bottom of the origination screen.

Clicking this link will open a printable version of the OFAC infotioa associated with
the potential violation.

If you wish to continue the transaction, select an appropriate réasapproval from the
drop-down list.

If you choose the approval reason “Other”, an additional fieldbeilsupplied for further
information.
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Next, check the “Approve Transaction and Continue” check box and click Stmi
complete the transaction.

Recreating Transactions

ABIL Web gives users the ability to automatically recreadémsactions that have been
created in the past. To recreate any transaction, locateetheuging either the View
Transaction or Search tabs. Once the item has been locatkdhelCreate button to left
of the transaction.

The transaction screen will open, displaying all of the informagiwactly as it was
originally entered. From this screen you can make any chaogesdditions, to the
transaction as needed. When finished, click Submit to process the Gieoe a
transaction has been recreated, it will be added to the Viamsdction screen as a new
transaction.

/ Not all transaction types can be recreated. ABIL Web preventsisers from
recreating coin & currency, TT&L, return/NOC, and ACH import
transactions.

N}

%

Verifying Transactions

Depending on how your system administrator has set up ABIL Welajrcéransaction
types may require verification by a second user. To acces®tifieation queue, select
Verify Transactions from the Applications menu.
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To verify any transaction, click the verify button to the leftheff item. Do so will open a
transaction screen similar to the one completed by the user who createddhetina.

-

Enter the dollar amount of the transaction at the bottom of the screen and clickithe Ve

button.

Once the transaction has been verified, it will be sent to BBOK for processingeifhe
will also appear on the View Transaction screen.

{ ABIL Web will prevent any user from verifying their own transactions.
d

D
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Financial Institution Info.

A quick and easy way to access information from other financial institutionadthe
country is througtirinancial Institution Info under theApplications menu. You may
choose from 3 different types of searches, ABA number, Institution name, .dDoitg
you enter your selection criteria and click “search” a list of mataliebe displayed.
This will display all branches of the financial institution. By clicking theeview” icon
you will be able to view the financial institutions information. This is very helpful
looking up ABA numbers, Employer Tax ID number, FRB short name, Address, etc.

REPORTS

Daily Statement
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Among the simpler tasks you can perform in ABIL Web is to pull ugr yostitution’s
daily financial statements from BBOK. To do this, selectlyp8tatement option from
the Reports menu.

To print the daily statement, scroll to the bottom of the Statemigatow and click the
Print button. This will allow you to print the statement to the printer of your choice.

To close the window, simply click the Close button at the bottom of the screen.

OFAC Compliance
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The OFAC Compliance report provides a detailed accounting of the murhlveire
transactions that were scanned against the most recent OstA@sliwell as provided
information on any transaction that may have been a potential @fefadion. To access
the OFAC report, select OFAC Compliance from the Reports sufo-mBo pull the
report, select a Begin Date and End Date. This can be done kinglan the calendar
icon to the right of each filed and selecting the desired dddexe the dates have been
selected, click the Search button. The resulting report shows the nomitems that
have been scanned in that time frame, and will list any potergiations that may have
occurred. Items will be listed by the date they were created, the.....

OCC Money Laundering
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The OCC Money Laundering report will give you (by month) the total number of Wires
and ACH originated and the total originated amount. It will also display thenonber
of wires and ACH received and the total received amount. To pull the report,aselect

Begin and End date. The report will then breakdown Wires and ACH with the selected
months.
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User Authority Report

The User Authority report is designed to provide a “snapshot” dhallcurrent users.
The report will provide the user’'s name, ID, application rights and dollaslimit
To access the User Authority report, select User Authority from the Reqdrtmenu.

ACH Risk Management

The ACH Risk Management report can be viewed by seven types of ACH operations,
Originated ACH Breakdown (S.E.C.), Originated ACH Returns (Reason Code),
Originated ACH Returns (S.E.C.), Originated Return Alerts, Received AGltiRe

(S.E.C.), Received ACH Returns (Reason Code), and International ACH tramsaBiy
choosing begin and an end date you are able to view all of those desired transactions by
operation type.
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CONFIGURATION

Manage Users (Administrators only)

ABIL Web possesses several elements designed to provide sdourggd protect the
integrity of your institution’s data. First among those elemangsthe user name and
password assigned to each user to log into the system.

Users may only enter and utilize applications for which theyaatkorized; the System
Administrator determines such permissions. The Administratorais@yrestrict a user
by setting a maximum on the amount of money that user may wilk in each
application.

If you are a System Administrator, you can access theseolonby selecting
Configuration from the Application menu.

-l >

Doing so will give you access to the user management screensdreen serves as the
System Administrator’s control for setting user access tosttstem. That is, any
changes that need to be made to a user’s rights within ABIh dvé¢o add or subtract
users from the system are done through this screen.
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To begin creating a new user, first enter a unique User IDABRBIL Web is an Internet-
based application, no two users can have the same User ID. Thatesopessible that a
user at another financial institution may already be regteneler your first User ID
choice.

Continue entering the user’s information, as well as setting their apphicaghts.

The System Administrator can specifically control which appboa the user may
access and to what extent they can access them by checkimghmcking the boxes
listed in the Application Selections area of the screen. Chgdkia “Select All” box
automatically gives a user access to every available application.

Once you have finished assigning application rights, you will needtey dollar limits
for each of the application types. You will be able limit eachr’sisgeation amount,
verification amount, and limit the amount a user can createrangaiction for without
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requiring verification by another user.

You will then need to assign a temporary password to the useterdylorary passwords
must be a minimum of eight (8) alpha-numeric characters inHekgter the information
in the Password field. The password will then need to be confirmed-begtering the
information in the confirmation field. When both fields have been coetletick the
Submit button at the bottom of the screen.

You will then be asked to review and verify the user’s prafiid settings. If no changes
need to be made, click the Confirm button at the bottom of the screen.

To verify that the user has been successfully added to youtistsetick on the View
Users tab.

If the user profile was successfully added, their identifyiigrmation will appear on the
current list of users.

TOOLS

Messenger

The ABIL Web Messenger looks, and works in much the same manney wiedrbased
e-mail client. This feature will allow you to send messageBBOK as well as receive
messages from BBOK personnel.

To access the ABIL Web Messenger, select Messenger tiienTools menu of the
Application menu.
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Doing so will open the messenger feature, providing you with thefaneemeed to
communicate with BBOK. The Messenger interface consists ofgarts- Inbox and
Compose- each represented by an individual tab at the top of the screen.

When first opened, Messenger will display your Inbox, showing all inegpnmessages.
If you have not received any communications from BBOK, this screen widineitank.

To compose an outgoing message to BBOK, click the Compose tale &p of the
screen. From here you can write the message you want to seBD. Bhe To field
will always be pre-filled with the ABIL Web Administrator's address.
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When the message is complete, and you are ready to sendheli@end button at the
bottom of the screen.

, Using the Attachment function, users can securely transfer files toEDK.
v

‘
)

Archiving Data

ABIL Web also gives users the ability to download data from angya§Qperiod from the
past 6 years at any time. To access the data archivet, Aetbove Data from the Tools
application menu.

To archive the data, select a 30 day date range using the Batgiramd End Date fields.
This can be done by clicking on the calendar icon to the rigeaci filed and selecting
the desired dates. Once the dates have been selectedheliekport button to select the
location to which you wish to export the information. This will archale of the
transaction data, regardless of transaction type, to your specifie@iocati
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BBOK maintains all transaction data for six years. No daltebe removed from
ABIL Web when information is archived.

RIS NN

The exported file will be downloaded as a zipped file. Once unzigpedjata can be
imported into Microsoft Access or Excel.

Generate Audit Log

The Generate Audit Report will provide administrative users avidollar report of all of
the transactions that have occurred in ABIL Web within a given tramae. The audit
report can be accessed by selecting Generate Audit Log from the Toolgsub-m

To generate the audit report, select a beginning date and endingsttejehe calendar
icon to the right of each field. From the drop-down menu, choose theatmy you
wish to audit. You can audit all of the available application bycsalg ALL, or specific
transaction types by clicking on the appropriate application. CliekcBdo generate the
report.
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The resulting audit report will display each item by dedimn, date & time it was
created, and the debit or credit amount of each transaction.

A total of debit and credits will be listed at the bottom of esattion, as well as a count
of the number of processed transactions.

Audit Log

The Search Audit Log function gives administrators the abilitpudit a multitude of
transaction and user data. Each report will provide you with aettaport listing all of
the information related to your search. To access the audit legt Sdarch Audit Log
from the Tools application sub-menu.
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To generate an audit report, select a Begin Date and End BPlake dising the calendar
icon to the right of each field. Once the dates have beenembl@tioose a transaction
type from the Operation Type drop-down menu. You also have the option toaaudi
specific user ID. After you have selected your search criteligk the Search button at
the bottom of the window.

When ABIL Web has completed the requested search, a new windiogpamn showing

the audit results. Thaudit report will include the date and time of each instance, the User
ID, the institution’s account number, and a Transaction Description.
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Requesting and Installing Digital Certificates

As part of the authentication process, ABIL Web uses digitdlficates to validate
users. These certificates, which are stored in your Interrmtser, are issued by
Bankers' Bank of Kansas.

To request a digital certificate:

-go tohttps://abilweb.bbok.com
-click the Cancel button on the "Choose A Digital Certificate'esn (click OK if you
receive an error message).
-click “Request A Certificate”
-click “Web Browser Certificate”
-On the Identifying Information screen enter the following information:
-ABIL User ID: enter your ABIL User IDr(ot your name
-E-Mail: enter your e-mail address
-Company: enter the bank's name
-ABA Number: enter bank’s ABA number
-click Submit

Once the certificate has been requested, call BBOK at 800-999-&1h2vd them issued.
After the certificate has been issued, you will need to inttal certificate on your
computer.

To install the digital certificate:

-return tohttps://abilweb.bbok.com

-click the Cancel button on the "Choose A Digital Certificatg'esn (click OK if you
receive an error message).

-click “View The Status of a Pending Certificate Request”

-click on the web browser certificate that has been issued to you

-click “Install This Certificate”

-When completed, you will receive a "Certificate Successfully llestamessage

After installation, close any Internet browser windows you maxe hapen. After the

browser has been closed, you may reopen the browser and cetbenABIL Web site.

Your certificate should appear in the "Choose A Digital Ce#té" screen. Select your
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certificate from the list and click OK. You will then be albtelog on to the ABIL Web

system.

( Digital certificates are specific to computers. If you willbe using more than
¥» one computer to access ABIL Web, you will need to request dnnstall a
" certificate from each individual computer.

/

Check Adjustment Guide

INVESTIGATION TYPE

DESCRIPTION

AREQ (Advice Required)

Request to provide a copy supporting an entry or a missing attachment

to an entry.

DISP (Furnish Disposition)

Request to identify the disposition of an item including the cash/return

letter date and total, tape total, and sequence number.

DUP (Duplicate Entry)

Request to reverse/investigate an entry that appears to be a duplicate.

EBDL (Extra Bundle)

Request for debit for a bundle received and not charged.

ECL (Extra Cash Letter)

Request for debit for a cash/return letter received and not charged.

ECLC (Extra Cash Letter Credit)

Request to investigate a cash/return letter credit for which the receiver

is unable to reconcile.

ENC (Encoding Error)

An item was clearly encoded for an amount different than the legal

amount. Submit one legible copy of the front and back of the item.

ENL (Enclosed Not Listed)

Item received/sent free in a cash/return letter.

ERR (Entry in Error)

Request to reverse/investigate entry made in error.

EXRC (Expedited Recredit Claim)

Request for expedited recredit associated with an eligible substitute

check provided in a cash/return letter.

FREE ( Free and Loose ltem)

An item was found free and not drawn against receiving institution.

Item should be forwarded without entry.

ICLC (Incorrect Cash Letter Credit)

Request to investigate and cash/return letter credit for which a
depositor believes was received for an incorrect amount. For example:
A deposit is made for $320,900.55, however, the depositor received

credit in the amount of $300,900.55.

INFO (Information Request)

Request for some kind of information described in the comments field.

LC (Late Return Claim)

Depository bank alleges an item was returned late.

LCLC (Late Cash Letter Credit)

Request to investigate a cash/return letter believed to have been
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credited untimely (late).

LNE (Listed Not Enclosed)

Item charged in a cash/return letter but not received/sent.

LR (Late Return Disclaimer)

Drawee bank (within 20 business days) disputes the claim of late

return.

LST (Listing Error)

An item was listed for an amount different than the encoded amount. If
the item was both an encoding and a listing error it is treated as a

listing error.

MBDL (Missing Bundle)

Request for credit for a bundle that was never received.

MCL (Missing Cash Letter)

Request for credit for a cash/return letter that was never received
(presentment) or a request to investigate non-receipt of a credit for

cash/return letter deposited with a Reserve Bank.

NCH (Non-Cash ltem/Empty Carrier)

Request for credit for a non-validated item (zero-value) that was
included in the cash letter total. Examples: empty carrier, deposit ticket

or control document.

NOI (Not Our Item)

An item was charged in a cash/return letter erroneously; the item does

not bear the requesting institutions routing number.

OSCR (Original or Sufficient Copy Request)

Request for an original item or a sufficient copy of an item presented in

a large image cash/return letter or as a substitute check.

PAID (Photocopy & Original)

Request for a credit for an item that was refused either because it is
the original or a photocopy and the other is already paid. Provide

copies and source of receipt information on both items.

PIL (Indemnified Photocopy)

Request for credit for an indemnified photocopy of an item being
released in lieu of original item (FWD). For a return, a notice in lieu of

return item should be submitted. Submit one legible copy of the item.

PREQ (Photocopy Request)

Request for a photocopy of a cash/return item.

RCLM (Reclamation)

Request for debit to return money to the Treasury, usually for a check

payable to a deceased payee.

SOR (Source of Receipt Request)

Request to identify the source of an item including cash/return letter

date and total, tape total, and sequence number.

WIC (Check 21 Warranty Indemnity Request)

Depository bank alleges breach of a Check 21 warranty or indemnity.
Unauthorized Remotely Created Check- Paying bank alleges that the
remotely created check was not authorized in the amount stated on

the check to the payee indicated on the check.

Information Fields

Description

Sender ABA Number

Your ABA Number

Receiver ABA Number

The FRB office the request is being sent to.

Investigation Type

See Investigation Types Attachment

55




Amount The dollar amount of the request
Requesting DB (Debit) or CR (Credit) entry to
Entry Type your account or information (RFI) in a non-

entry type request.

Sender Ref Number

Your reference number assigned to this

request

Receiver Ref Number

FRB assigned reference number which refers

to a case previously handled by the FRB.

Accounting Entry Identifier

The identifier, located on FRB Reserve
Statement, associated with an accounting

entry.

From Cash Letter To Cash Letter

When referring to an adjustment request
involving FRB’s cash letter presentment to you
a prior entry or correspondence originated from
the FRB to you.

From Cash Letter= FRB ABA Number

To Cash Letter= Your ABA Number

When referring to an adjustment request
involving your cash letter presentment to FRB
or a prior entry or correspondence originated
from you to the FRB.

From Cash Letter= Your ABA Number

To Cash Letter= FRB ABA Number

Product Type

Select the cash letter type in which the item

was presented.

Expected Date of Credit

The date a specific credit amount was
expected by depositor. (Required for LCLC

investigations)

Date Credit Recovered

The date a specific credit amount was

received. (Required for LCLC investigations)

Any additional information pertaining to the

Comments request that may be necessary for its
resolution.

*Required This field required to contain information.

*Optional This field may or may not contain information.

*Not Allowed This field cannot contain any information.

*Please note that on the Check Adjustments
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screen prints, there is information in the
comments field. Please note this information
pertains to the three preceding drop down
fields. It will not be necessary to key in the

information found on the screen prints when

submitting your check adjustments.

Item ID Fields

Description

Cash Letter/Entry Date

The cash letter or entry date associated with the request for

adjustment.

Cash Letter Total

Cash letter total in which the item in question is contained.

Tape Total

Bundle total amount in which the item in question is contained.

General ID Number

An identifier that aids in the location of the item, the identifier of the

originator within which the sequence # further defines the item.

Sequence Number

The sequence number assigned by the originator of the cash/return

letter to the item involved in the case.

Item Before Item preceding reported item on detail listing.
Item After Item following reported item on the detail listing.
. The dollar amount of the item, bundle, or cash/return letter
Listed As _ _
adjustment that was the basis for the entry.
The dollar amount for which the item/bundle should have been
Should Be
processed.
Currency The denomination for a foreign item drawn on other than U.S. dollars.

Item Detail Fields

Description

Drawee Bank

The ABA Number of the financial institution which the check is

payable at or through.

Depositary Bank

The ABA Number of the financial institution that endorsed/deposited

the item.

Maker

The name of the party against whose account the check is drawn.
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Payee

The name of the party to whom the check is made payable.

Maker’'s Account Number

The maker’'s account number- the account on which the check is

payable.

Check Number

The check number of the item.

Treasury Fields

Description

Treasury Symbol Number

The four-digit symbol number identifying the disbursing agency of a

check drawn against the U.S. Treasury.

Treasury Serial Number

The number assigned to a check drawn against the U.S. Treasury,

Savings Bond, or Postal Money Order.

Reclamation Number

The number assigned by the Treasury to a Reclamation Case.

*Required This field is required to contain information.
*Optional This field may or may not contain information.
*Not Allowed This field cannot contain any information.

*Please note that on the Check Adjustments screen prints, there is
information in the comments field. Please note this information
pertains to the three preceding drop down fields. It will not be

necessary to key in the information found on the screen prints when

submitting your check adjustments.
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BANKERS’ BANK OF KANSAS PROCESSING SCHEDULE
Updated 03/08

To better serve and assist you, Bankers’ Bank of Kansas has provided the
following processing schedule:

ABIL WEB IS AVAILABLE 7:30 A.M. TO 7:30 P.M. SEVEN DAYS/WEEK

Application

Timeline

Comments

Incoming ACH Files

7:30 a.m., 12:30 p.m|.

4 ACH files will be made available by these 3

CH

and 3:30 p.m. times.
Outgoing ACH Files| 10:30 a.ml2:15p.m., | In order to get immediate same day credit for A
and4:00 p.m. returns, we must receive them b¥:15p.m.
Coin & Currency 1:45 p.m. Orders received after this time will be sent to
Orders the Fed on the following business day.
Fed Funds Changes 4:00 p.m.
Interbank Transfers 4:30 p.m.

MICR Files

8:15a.m.-11:00 a.m.

These files are made available as we thegive
from the Fed.

Savings Bonds

N/A

These are transmitted to the Fed daily at 7:00

End of Day
Statements

6:00 p.m.(same
business day)

Account Transactions

8:45 a.m., 9:45
a.m.,10:45 a.m., 2:45
p.m., 3:45 p.m. and

Transactions are updated on ABIL Web
throughout the day.

4:45 p.m.
TT&Ls 2:00 p.m. This deadline is for TTL's on the day following
the advice of credit date.
Outgoing Wire 4:30 p.m.
Transfers
Incoming Wire 4:30 p.m.
Transfers
International Wires - International wires received after cutoff times w
US Dollars or Foreign 3:00 p.m. be posted next business day.

Currency

Wire Transfer
Confirmations

9:00 a.m. — 4:30 p.m.

Confirmations are broadcast every half-hour.

a.m.




