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OVB Business Online Contact Information

Tony Staley, Business Support Officer
Work: 740-578-3427
Cell: 740-645-0793

Ohio Valley Bank Customer Support Center

800-468-6682

Available Monday through Friday, 8:00 a.m.-5:00 p.m. eastern
Email contactcenter@ovbc.com

Bill Pay Support: 855-407-6303
Autobooks Support: 866-617-3122

Debit Card Support

Report Lost/Stolen/Fraudulent Charges after bank hours: 888-297-3416

Activate Card or Reset PIN: 800-290-7893

Debit card support is also available at any OVB office or via the Customer Support Center

Credit Card Support

Cardholder Services after bank hours: 866-941-2728

24/7 Automated Hotline: 866-626-4341

Activate Card or Reset PIN: 800-290-7893

ScoreCardRewards Assistance: 800-854-0790

Credit card support is also available at any OVB office or via the Customer Support Center


mailto:contactcenter@ovbc.com

About OVB Business Online

OVB Business Online is digital banking designed specifically for businesses, churches, and
organizations. One of the best features is that it can have sub-users with unique access
permissions. If you are a business customer, OVB Business Online is one of the best services you
can have.

Administrator Role

Each organization is assigned an Administrator at their organization. The Administrator has the
ability to create/delete sub-users, manage their permissions, and even reset their passwords
without ever having to contact the bank.

Services

OVB Business Online users get the same experience as personal digital banking users PLUS...
e Ability to create unlimited sub users with specific access permissions
e Ability to reset passwords for sub users without contacting the bank

e Alerts

Email/Telephone change
e User permissions change
e Modification of ACH batch
e Wire updates
e ACH/Wire pending approval
e Current Day Reporting (Available in Cash Management)
e Activity Reports-Providing transactional information
e Summary Reports- Providing daily summary information

e Saved Reports - Allows the user to build their own activity/summary
report.

e Easier authentication when obtaining support



¢ Basic Autobooks - send invoices and receive payments, processing fee applies for
each payment received

OVB Business Online users also have access to the following add-on services for an additional
fee:

Initiate ACH

e Initiate wires
e Positive Pay counterfeit check protection

¢ Full Autobooks - Basic Autobooks features plus accounting and bookkeeping
functions, sales tax handling, and more

Only those named on the corporate resolution with permission to open accounts on
behalf of the organization can apply for ACH, Wires, and Positive Pay.
Your banking representative can assist with this process.

Not included:

e Business credit card access is typically available but in some cases may not be available
or available using our separate Control360 online service. This is reviewed on a case-by-
case basis. Contact your business development representative or the Bank Card
department for info.

e Benjamin Tracker is a personal financial tool and not available for OVB Business Online.



User Management

Create a User

e To create a user, you will access the tab to the bottom left of the screen that is titled MY
PROFILE.

% OHIO VALLEY BANK

Hi there!

o

1] Brober H JohnETest >

B9 Messages

[@ Accounts Accounts

2 Transfers Bus JTest $317.76  OVBGold JTest $56.00  Visa Platinum Contactless
L x4094 Current x3757 Current X0322

&, Remote deposits

Payments @ ;A B—] [5

=

Paya bill Payaperson  Message
Cash Management
Q Insights v
Transactions Qe Featured L
@ Support
&, 0deposits | ® 0withdrawals Past 48 hrs —
Messages
£ TextScam Alert May 29
We have received multiple reports of a recent text message scam. The text .
[ TextScam Alert Dec 14,2022
Aprolific fraud scheme is flooding our area. The scammers send a text with
£ Deposit Slip Images Now Viewabl Dec?,
— A update to your Digital Banking was rolled out this morning that attache
See more Learn more
My profile Remote deposits Transfers o

B John E Test
>




e Onceyou select this, Settings will display. Under BUSINESS MANAGEMENT, press USER
MANAGEMENT.

PERSONAL

@ Profile
©) security

[\ User alerts
¢ Travel notices

[ user agreement

®

Add an account
BUSINESS MANAGEMENT

®

Personal settings
Profile

Business management 28, User management

22 Account settings (© Activity
«] Sign out ACCOUNTS
| My profile . Ohio Valley Bank

E John E Test

+ Add account

Add an account or view balances
from another institution

e Select CREATE USER in the top right corner.

PERSONAL User management + Create user

@ Pprofile Q  search users ® o=

@ security NAME ROLE STATUS




e Profiles can be customized depending on the role the user plays in the company. You can
also create another Admin if necessary. Users will have basic access, while admins can
create new users or delete or make changes to existing users.

e Follow the informational prompts listed and click create user.

< Create user

— First name

Jamie

5/20

— Last name

Test

4/20

— Email

‘test@test.com

20/80
~ User role

User v

O New users will be created using your organization's default set of permissions.
You can edit a user's permissions at any time by going to their user profile.

Create user

e The system will require you to reenter your password to complete this process.



o Once the sub users’ profile has been created, the Admin can select what accounts the
user has access to, as well as the options the user will be able to use within OVB
Business Online. Once the Admin selects submit, the profile has been created.

< Enable accounts

ST Suzanne Test
Role: User

(O Pending

Enable accounts
Users must have access to at least one account.

Select >

Account access
Suzanne Test

Q, search accounts ‘

Enable all

Student Loans
XHH1379

Official Checks
XXK3021

Money Orders
XXK1804

Christmas Club
XXX9008

CLOSED
XXX0000

Honaors JTest
KXNKAS6T

PAID OFF 1
KX X0000

Rainy Day Savings
X¥H2114

Cashiers Checks
X¥X3013

LI

AR fald 1ITast




Select the email invite to have the system send the user a link to select their password
and complete their enrollment.

Success!

¥ou successfully created an account.
ST Suzanne Test

Send Suzanne Test an email invitation to accept
their account and create credentials

Send email invite

Edit permissions

Done

% OHIO VALLEY BANK.

Join ABC Store at Ohio Valley Bank.

YBoss2 has invited you to create your account.

Or copy this link:

https://my.ovbc.com/org-user-
invite/sdfVoTWLKRwW262G3PO6XUTEhEINWj4A

Ohio Valley Bank
contactcenter@ovbc.com | Privacy Policy
(800) 468-6682
420 Third Avenue, Gallipolis, OH




Unlocking/Resetting Passwords

[
bank.

e Note thatif a userlocks their ID, it can up to
the user reports that they are locked, the Ad
don’t show as locked to the Admin yet.

[ ]

This is in the lower left corner of the screen.

“¥ OHIO VALLEY BANK

The Admin can unlock/reset user IDs for people in their organization without contacting the

30 minutes to show as locked to the Admin. If
min can still reset their password even if they

To unlock or reset a user’s password, you will want to access MY PROFILE from any screen.

i Hi there!
[I§ Dashboard @ JohnETest >
B3 Messages
[@ Accounts Accounts
- Bus JTest $317.76 OVB Gold JTest $56.00 Visa Platinum Contactless
& Transfers
x4094 Current x3757 Current. %0322
&, Remote deposits
> D
Payments <« ;1. @
Transfer Paya bill Payaperson  Message Documents
Cash Management
Q Insights v
Transactions Q Featured
@ Support .
&, 0deposits | ® 0 withdrawals Past 48 hrs _— &—‘
/
Messages
L
3 TextScam Alert May 29 / A
We have received multiple reports of a recent text message scam. The text < — N
N N
=]  Text Scam Alert Dec 14,2022 d |
A prolific fraud scheme is flooding our area. The scammers send a text with
-  Deposit Slip Images Now Viewable
An update igital Banking was rolled out this morning that a
See more Learn more
My profile Remote deposits Transfers
John E Test
Lo BV PP £

Once you select this, Settings will display. U
MANAGEMENT.

nder BUSINESS MANAGEMENT, press USER



PERSONAL

@) Profile
& security

[ Useralerts
¢ Travel notices

[E user agreement

Add an account

BUSINESS MANAGEMENT

Personal settings

Profile
Business management A9, User management
(© Activity
22 Account settings
ACCOUNTS

(_3 Slgn out n Ohio Valley Bank
J My profile - -+ Add account
[ John E Test Add an account or view balances

from another institution.

e Business management will display a listing of users. Simply select the user’s name that is
having password trouble.

User management + Create user
Q  Search users ® =
NAME ROLE STATUS

a A S_m'th Admin ~ Active
smithyAl

a A Jones Admin « Active
Jonesyl2

a  ABatman Admin (@ Pending

batarang3




e Onceyou have selected the user that needs reset:

e Ifthey are locked out, a dark gray bar will appear at the top of their profile. If they know
their password and just need to be unlocked, press UNLOCK. The system will then ask
you if you are done or if you need to reset the password. Select the option that is
appropriate for the situation and follow the instructions.

e Ifthey are not locked out but need their password reset, you will want to click on the
THREE DOTS in the upper right corner the area with their name (highlighted below).

< User management

Test BBusiness

Permissions

I Set Test BBusiness's user permissions and adjust account level permissions as needed

O  can . .
Q  Search accounts

Test BBusiness

usernew

3

e :
@ User v, e ACCOUNT ACCESS

Rainy Day Savings
XXX2114 ‘:) >

Bus JTest
XXX4094

From this menu, press SEND PASSWORD RESET LINK.

& Edituser
@ Hold account access

- Send password reset link




Once selected, you will receive the following message. The email displayed will be the email
address in the user’s profile.

Press on EMAIL to send the reset email to the user.

If an outdated address appears, you will need to update the user’s email address under their
profile and permissions before you can reset their password.

Send password reset link »

Select the method below to send Jamie Stapleton a password reset link. They must click
the link provided and follow instructions to create a new password.

= Email

Link will be sent to | .jim@office.com

Once you press EMAIL, you will receive a message that the email was sent.

All users also have the option to select FORGOT PASSWORD at the login screen to
unlock and reset their password themselves.

If you need further assistance with unlocking/resetting passwords, please reach out to
our Customer Support Center at 800-468-6682.




Editing User Permissions

e To edit a user’s access or permissions, you will access the tab to the bottom left that is
titled MY PROFILE.

Only users with the Admin role can edit user permissions.

“¥ OHI0 VALLEY BANK

Hi there!

o
[HER==tbess @ JohnETest >
B9 Messages
[@ Accounts Accounts
2 T Bus JTest $317.76 OVB Gold JTest $56.00 Visa Platinum Contactless
& Transfers
x4094 Current x3757 Current x0322
&, Remote deposits
[s] Payments L_§] R @J D
Pay a bill Payaperson  Message Documents

Cash Management
Q Insights v

Transactions Qe Featured
@ Ssupport .

&, 0 deposits | ® 0 withdrawals Past 48 hrs —
Messages
£ TextScam Alert May 29
We have received multiple reports of a recent text message scam. The text
= TextScam Alert Dec 14,2022
o A prolific fraud scheme is flooding our area. The scammers send a text with
<]  Deposit Slip Images Now Viewable Dec?,
An update to your Digital Banking was rolled out this morning that at;
See more Learn more
My profile Remote deposits Transfers

B John E Test
>




e Onceyou select this, Settings will display. Under BUSINESS MANAGEMENT, press USER
MANAGEMENT.

PERSONAL

@ Profile
©) Ssecurity

[\ Useralerts
${ Travel notices

[E User agreement

BUSINESS MANAGEMENT
(#) Add an account
Profile

(& Personal settings

4, User management

Business management (© Activity
2% Account settings ACCOUNTS
(_:l Sign out Ohio Valley Bank

+ Add account

My profile

J E John E Test h Add an account or view balances

from another institution.




e Selectthe name of the user you wish to edit. You can select the load more option at the
bottom of the page if you have several users.

User management t+ Create user
Q, Search users =) 0=
MAME ROLE STATUS

. ASmith - -

d . Admir « Active
smithyAl
A Jones Admin ~ Active
Jonesyl2

A A Batman Admin () Pending
batarang3

e Each user may have different permissions if desired based on their role within the
company.

e The Admin has the option to set permissions at either the User Level or the Account Level.
To adjust permissions at the User Level, press the SET PERMISSIONS button.

< User management

Test BBusiness

Permissions
Test BBusiness
¢y User v Active

Rainy Day Savings () )

Bus JTest

XXX40594




You may not see all of these permission groups. What you see depends on the services you have
from the bank.

Permissions

A, ACH

@

Enable ()

Hide options

View ACH

Must be enabled to edit any other ACH
permission.

— Daily ACH limit

$1.00

Initiate ACH (0 Full ACH control (@ ()

Initiate same day ACH (@

— Edit/Create ACH Control
Full edit/create v ‘

Recurring ACH Import recipients

Upload ACH file () Batch delete

Restricted batch access




Bill Pay

Enable

[ Card management

Enable

(§) Positive Pay

Enable

Hide options

Upload Positive Pay

Waork Positive Pay

=z Stop payments

Enable

Hide options

View stop payment

Download Positive Pay

Work ACH Exceptions

Add stop payment



—
= Transfers @

Enable ()
Hide options

— Transfer limit ‘

$ 999,099,999.99

Allow transfers (0 ()

User management
Enable ()
W Wires ©)

Enable

Show options

To adjust any settings, simply toggle them on or off. Green means the user can see that
service or do that function.

ACH, Wires, and Positive Pay are add-on modules that must be purchased to be
available to users. Contact the bank for more details on these services. Same Day ACH
requires an add-on service separate from standard ACH. Ask your OVB business

development rep for details.



e From the User screen, the Admin also has the option to set different permissions by
account. The Admin can restrict access to specific accounts or specific functions for only
certain accounts.

< User management

Test BBusiness

Permissions

l Set Test BBusiness's user permissions and adjust account level permissions as needed

O Canrmh an fo
& Search accounts

Test BBusiness

usernew

A )
@ User v Active ACCOUNT ACCESS

Rainy Day Savings
XXX2114 - ) >

Bus JTest
XXX4094

e Use the toggle beside each account to control if the user can view the account. Green
means that the account will display for the user. Click the > icon beside the toggle to see
additional permissions for each account.



EXAMPLE: Below is a screenshot of an account called Bus Jtest. From here, the Admin can
control if the user can create see the account (account access), or perform Positive Pay
functions, Stop Payments, or Transfers on the account. Simply toggle the permissions on
and off as needed.

STOP PAYMENTS - The VIEW STOP PAYMENT toggle must be on in order to have ADD STOP
PAYMENT permission.

Some options may not be available for some account types. Such as with some loans,
you may not see an option to transfer from.

XXX4094
@  Account access o
Enable
(%) Positive Pay ®
Upload Positive Pay Download Positive Pay ()
Work ACH Exceptions Work Positive Pay ()
=g Stop payments o
View stop payment Add stop payment ()
<> Transfers (0]
Transfer to Transfer from ()




e You can also edit an individual’s name, email address or role in the company. To access
this information, simply click on the three dots in the top right corner of the user’s profile.

< User management

Test BBusiness

Permissions

T Set Test BBusiness's user permissions and adjust account level permissions as needed

Q  Search accounts

Test BBusiness

usernew

3

l”‘:\ i
@) User v Active ACCOUNT ACC

Rainy Day Savings

Bus JTest
XXX4094

(=}

e Select EDIT USER.

& Edituser
@ Hold account access

+ Send password reset link

e Selectthe area that needs updated, make the required changes and hit SAVE to finish.



Temporarily Deactivating a User

e There may be times when a user needs their access restricted. You can restrict access by
holding a user. To hold a user, you will want to access MY PROFILE from the lower left
corner of the screen.

“¥ OHIO VALLEY BANK

Hi there!

[u]
[I5SDashbcard @ JohnETest >
B9 Messages
[@ Accounts Accounts
2 Transfers Bus JTest $317.76 OVB Gold JTest $56.00 Visa Platinum Contactless
& x4094 Current x3757 Current x0322
&, Remote deposits
e B A
[§] Payments & @]
Transfer Pay a bill Payaperson  Message
Cash Management
Q Insights
Transactions Qe Featured
@ Support
&, 0 deposits | ® 0 withdrawals Past 48 hrs — —1
/
Messages
L
£ TextScam Alert May 29 b
We have received multiple reports of a recent text message scam. The text ~
™
<] Text Scam Alert Dec 14,2022
A prolific fraud scheme is flooding our area. The scammers send a text with
7 Deposit Slip Images Now Viewable e
An update to your Digital Banking was rolled out this morning that attat
See more Learn more
My profile Remote deposits Transfers
[ John E Test

Lo ZEVIOPOEINN)




e Onceyou select this, Settings will display. Under BUSINESS MANAGEMENT, press USER
MANAGEMENT.

PERSONAL

@) Profile
@ Ssecurity
[ Useralerts

3{ Travel notices

[E User agreement

Add an account

BUSINESS MANAGEMENT

® ©®

Personal settings
Profile

)

Business management

| S8, User management

Account settings © Activity

%

ACCOUNTS

<] Signout
n Ohio Valley Bank

My profile
H John E Test

-+ Add account

Add an account or view balances
from another institution.

e Business management will display a listing of users. Simply select the name of the user
that needs temporarily deactivated.

User management + Create user
Q  Search users ® o
NAME ROLE STATUS

a A S_mlth Admin « Active
smithyAl

a A Jones Admin ~ Active
Jonesyl2

A A Batman Admin (9 Pending

batarang3



e Once you have selected the user that needs to be temporarily deactivated, you will click on
the THREE DOTS in the upper right corner of the page (highlighted below).

< User management

Test BBusiness

Permissions

T Set Test BBusiness's user permissions and adjust account level permissions as needed

Q  Ssearch accounts i

Test BBusiness

usernew

® i
@) User v Active ACCOUNT ACCESS

Rainy Day Savings

Bus JTest
XXX4094

e Select HOLD ACCOUNT ACCESS from the options listed.

& Edituser
() Hold account access

=== Send password reset link




Press the HOLD button to confirm.

Hold account access? x

Holding a user's account will temporarily disable their account access. They will not be
able to log in to their account until the hold on their account is remaoved.

To remove the hold, navigate away then back to the User. You will now see a gray bar at the
top of their profile that says they are temporarily on hold. Press REMOVE on the right side of
the dark gray bar.

< User management

Sally Screenshot

() sally Screenshot's account access is temporarily on hold.

Permissions

S

Sally Screenshot




Delete a user

e Select MY PROFILE in the bottom left-hand corner, then under BUSINESS MANAGEMENT,
select USER MANAGEMENT.

PERSONAL

@) Profile

© security

1 Useralerts
${ Travel notices

[E user agreement

Add an account
BUSINESS MANAGEMENT

® ©®

Personal settings Profile

| A4, User management

(O Activity

=

Business management

Account settings

>

ACCOUNTS

<] Sign out Ohio Valley Bank

-+ Add account

My profile
[ John E Test

Add an account or view balances
from another institution.

e Press on the name of the user you wish to delete.

User management + Create user

Q. Search users ® %
MAME ROLE STATUS
N A S.mlth Admin ~ Active
smithyAl
a A Jones Admin ~ Active
Jonesy!2
A A Batman Admin (9 Pending

batarang3




e Selectthe three-dot menu next to the user’s name (highlighted below).

< User management

Test BBusiness

Permissions

T Set Test BBusiness's user permissions and adjust account level permissions as needed

Q. Search accounts 2

Test BBusiness

usernew

® i
@) User v Active ACCOUNT ACCESS

Rainy Day Savings

Bus JTest
XXX4094

e Select DELETE USER and then press the DELETE button to confirm.

Deleting a user cannot be undone!

& Edituser

@ Hold account access Delete user?

Are you sure you want to delete this user
+ Send password reset link

[l Delete user Tesr ?Busmess

Cance] m




View User Activity

e Select MY PROFILE in the bottom left-hand corner, then under BUSINESS MANAGEMENT,
select ACTIVITY.

(® Add an account

(@ Personal settings
Business management
% Account settings

<] Sign out

My profile
E John E Test

PERSONAL

@ Pprofile

©) security

[ Useralerts
3{ Travel notices
B

User agreement

BUSINESS MANAGEMENT
Profile

A, User management

| (© Activity

ACCOUNTsS

Ohio Valley Bank

-+ Add account

Add an account or view balances
from another institution.




e Users have the option to filter ACTVITY by DATE, USER AND EVENT.

Activity

=] Mar12-sepi2 H Q. Allusers All events s




Alert Settings for Admins & Business Users

Note that only the bank can enable Alerts functionality at the business level. Once Alerts are enabled at
the business level, an Admin can enable the Alerts function and Alert sub-types for all users of the

business including themselves.

If Alerts are enabled for the business and user but no sub-types are selected, the user will have access

to:

User security alerts — new device login, email change, password change, phone change, username
change

General Alerts — Incoming ACH credit/debit, certificate/loan matured, NSF, statement ready,
incoming wire

If they have Business and user alerts selected, the user will also have access to:

Business email address changed
Business phone changed

User permission changed

If they have ACH alerts selected, the user will also have access to:

Recurring ACH batch about to initiate
ACH batch initiated

ACH batch pending approval

ACH batch processed

Recurring ACH batch about to expire
Recurring ACH batch expired
Recurring ACH batch not initiated
ACH batch uninitiated

ACH batch updated

Incoming ACH EDI transaction



If they have Positive Pay alerts selected, the user will have access to:

ACH exceptions

Positive Pay exceptions
Positive Pay review time ending
Unmatched reconciliation item

If they have Wires alerts selected, the user will have access to:

Recurring wire expired (we are not yet offering recurring wires bankwide but soon)
Recurring wire expiring soon

Recurring wire not transferred

Wire ready for approval

Recurring wire to be transferred

Wire transferred

Wire updated

**Having “access” does not mean that they will receive the alert. It means that they have access to turn
that individual alert on, off, or add/remove a delivery method. All alerts default as off with the exception
of email delivery for all User Security alerts is automatically on and cannot be disabled.

To turn on/off Alerts function or Alert sub-types for a user, the Admin will:

Poobdb-=

Navigate to My profile > Business Management > User Management.

Select the User you wish to change.

Press the SET PERMISSIONS button.

Adjust toggles as appropriate. There is no save button, changes are live as soon as the toggle is
switched.

To enable, disable, or edit an alert, user receiving the alert will:

Navigate to My profile > Personal settings

Choose ALERTS under Personal options

Click on the alert to enable, choose delivery method, or disable. Note that User Security alerts are
mandatory by email and cannot be disabled, however additional delivery methods may be added.



eDelivery

eDelivery is a free service available to customers for secure electronic delivery of account
statements and notices. You can use the DOCUMENTS option inside OVB Business Online to
enroll, add an additional email recipient, update document settings and of course view
statements, tax documents and other account notices.

e Accounts must be connected to OVB Business Online to be enrolled in eDelivery.
Only the Admin(s) at the organization have the option to enroll.

e eDelivery of account statement is required with certain types of accounts. One
cannot receive both a statement by eDelivery and a mailed paper statement.

e eDelivery statements may be viewed using OVB Business Online or OVB Mobile.

e Users canview up to 18 months of statements/notices. Statements will begin
accumulating upon enrollment in eDelivery.

e Ifyou receive a letter that the eDelivery for your business was un-enrolled because
the email was not deliverable, but it appears to be the correct email address, it may
be that your inbox is full or your email provider may be rejecting the eDelivery notice.

How to access

eDelivery Statements/Notices may be accessed by:

e Logginginto OVB Business Online and clicking on the DOCUMENTS
button. Shown in the example screen below as the fifth button in the row of
available tasks (near bottom of screenshot).

Hi there!

E JohnETest >

Accounts

Bus JTest $317.76 OVB Gold JTest $56.00
x4094 Current 1 hr ago x3757 Current 1 hr ago

S AL R G

Pay a bill Pay a person Message




e Alternatively, you first select any account and then select the DOCUMENTS button
from the account screen.

Bus JTest- $317.76

x4094 Current ©®

Transactions I 5 Q D
Benjamin
Tracker

Transfer To Dda Acct No. XXXX4567 $1.00
Apr 19 $317.76
Wire Transfer Debit John E Test XXXX4370 XXXX4567 420 Third Ave ... $0.80
Mar 4 $318.76

Once you have selected Documents, you will have several options. The first one, STATEMENTS
AND NOTICES, will allow you to view or download past and present statements.

Documents

Statements and Notices  Documents and Settings ~ Additional Recipients  Disclosures  Email Settings

Account(s) Document Type  Date Range
Bus JTest v A v Most Recent v
Account Date Type Description Download

Bus JTest 07/05/2024 Statement Account Statement July 2024 oy



Documents and Settings

Documents and Settings provides a list of accounts and document types that are available for
enrollment in electronic delivery.

Documams

Saterments aovd NoOtices Docurnmanis and Seflings ASEE O Beciperts Dadosures Erail Settegs

Enroll All Avatlable Acoounts and Document Types Shown
Enroll Accounts

Visa Flatirsum Contactiens

OVE Goid JTest

Bus JTest

Select the arrow beside the account you wish to view to see the types of documents available for
eDelivery. Press SAVE SETTINGS when finished.

e Ifyouchoose ENROLL ALL AVAILABLE ACCOUNTS AND DOCUMENT TYPES SHOWN this
will enroll you for any that are available at the time you checkmark it and save. If you open
a new account on the future, you will need to return to this screen to enroll it for eDelivery
or ask your community banker at the time of opening.



Bus JTest

Enroll Available Document Types
Account Statement
EIP Charge Back Notice
EIP Credit Back Notice
TN7218P 1099-INT TaxMaster Reporting Form
ACH Return Notice
Opt-In Confirmation Notice
Opt-In Revocation Notice

1099-MISC TaxMaster Reporting

< |

1099-SA TaxMaster

5498-SA Form

Documents Currently Available

e Checking and Savings statements

e Loan Billing Notices

e CD Maturity Notices

e OptliIn/Revocation

¢ RegE Notice

e Charge Back Notice/Credit Bad Notice

e ACH Return Notice

e Tax Docs: 1099-INT, 1098, 1099-R, 5498, 1099-MISC,1099-SA, 5498 ESA, 5498-SA

Special Note: In OVB Online (personal online banking), tax documents are only eDelivered to
the primary account holder, even if another owner has them checked.



Additional Recipients

All of your organization’s OVB Business Online users can have access to the eDelivery
statements and notices if the Admin has given them access in their permissions. But what if you
have someone outside your business like an accountant that needs access to just the
documents but no other functionality? You can designate them as an Additional Recipient.

e To designate, select ADDITIONAL RECIPIENTS at the top and then the ADD ADDITIONAL
RECIPIENTS button.

Documents

Statements and Notices  Documents and Settings  Additional Recipients  Disclosures  Email Settings

You currently have no Additional Recipients. Click to Add

Add Additional Recipients

e Inputausername for the additional recipient, email address and access pin. Pin must
contain both numbers and letters. Press SAVE to the right of the Access PIN field.

Documents

Statements and Notices  Documents and Settings  Additional Recipients  Disclosures  Email Settings

Username Email Address Access PIN

1l | Save Cancel

e Once thisinformation has been saved, the customer can edit, assigh documents, or even
delete the additional user.



Documents

Statements and Notices Documents and Settings Additional Recipients Disclosimres Email Settings

Edit Assign Documents Delete

e Under ADDITIONAL RECIPIENTS, press ASSIGN DOCUMENTS (to the right of the
additional recipient’s email address) to display Documents and Settings for the Additional
Recipient. Select the Statements and Notices the additional recipient would like to
receive. Notice that it will allow the customer to access all eDelivery accounts from this
area. Be sure to select SAVE SETTINGS once selections have been completed.

Email Settings

Email Settings will display a page that lists the email address where the notice that a
statement/notice is ready is sent. Users that have permission to access eDelivery will be able to
view the documents within OVB Business Online even if their email address is not the one listed
here, they just will not get the notification that it is ready.

If you want multiple people to receive the notification, consider designating a group email
address in this area, but know that a change in email here will change your business’s email in
your organization’s customer file at the bank, which can result in other emails from the bank
being routed to the email address as well. Press SAVE SETTINGS when finished.

Documents

Statements and Notices Documents and Settings Additional Recipients Disclosures Email Settings




Transfers

Create a Transfer or Loan Payment

FOMIOVALLEY Bk

Transfers are used to transfer money between accounts. You can also transfer from your
deposit account to your loan to make a loan payment. Users will find the option to
schedule transfers in many locations. All areas work the same way.

The fastest way is to press TRANSFERS in the menu on the left side of the screen
(highlighted below).

When viewing the OVB Mobile App, the left side menu may close. Click on the three vertical
lines at the top left to openit.

Hi there!

B Jobe £ Yot

Traneactions Q- featred

Looking for
your next ride?
Mesasger Ll
For work or play

£ Teut Scam At we offer

e OSOAAE ARG RS O § R T P Meam Th e

financing for
cars, trucks.
SUVs, ATVs,
[ — boats, and more!




e You can also scroll down while on the Dashboard screen to find another transfer option
available. Press MAKE A TRANSFER to create a new transfer.

Transfers

—
ya/ Make a transfer

Scheduled transfers

=

Mo transfers scheduled.

Schedule a future or repeating transfer so you don't have to worry about
them later.

e Orsimply click on the account you wish to transfer FROM and select the TRANSFER
BUTTON to the right of the transactions listing (highlighted below).

S OMO VALY Basx

Bus JTest

0%

Teansactions

Traraler To O Acct M. 00008 7
1Y

-y
[
. '
e Transler Dutet ot £ Taut KOCHAID0 OCKXASAT 420 Thied Ave 3
> . ; s .
' A Te

v, N -Swrnon Transler 1o Mabe At



e Listthe accountyou wish to transfer FROM and TO. Input the amount.
e Click on MORE OPTIONS if you wish to schedule your transfer for later, make it recurring
(frequency) or add a memo line. You can then select the appropriate time frame under

frequency and the date you wish it to start by clicking on date. If you do not click on More
Options, your transfer will default to being sent once and at the soonest available time.

If you are transferring to a loan to make a loan payment, be sure to open MORE OPTIONS and click
on TYPE to designate if the payment is a regular payment or should be applied to principal only.
Note that the Type field will only show if you are transferring to a loan.

Type Regular »

Frequency Once

Soonest available

Date Due Sep24
For immediate, internal transfers only
0/20

4 Transfer

Regular

Principal

e When creating a recurring transfer, your Frequency options are:
Once, Weekly, Every two weeks, Twice a month, or Monthly

e When ready, press the SUBMIT button. If the button is not clickable, check to make sure
you have completed the From Account, To Account, and Amount fields.



From

To

Amount

Frequency

Date

Memo
For immediate, internal transfers only

Hide options

Transfer

Bus JTest
$317.76

187

OVB Gold JTest
$56.00

S 1.00

Once

Soonest available

Memo

0/20

Transfers completed after 2:00 PM may be processed the next business day.

e You will notice a statement below the Submit button stating the cut-off time for processing
transfers (example above). This time may vary depending on federal holidays and system

maintenance.



Edit/Delete a Scheduled Transfer

If you have a recurring transfer or a transfer scheduled for a future date, you may edit or delete the
transfers before itis processed.

e To EDIT the transfer, click on TRANSFERS in the left menu and click on the transfer you wish
to edit.

Transfers
$1.00 to OVB Gold JTest ;
1 9 On Jul 19, from Bus JTest

e Press and change the fields as you wish and press the SAVE button.

e To DELETE the transfer, press the TRASH CAN ICON in the top right corner of the Transfer

Edit screen.

< Transfer ]
Bus JTest

From U
$317.76
OVB Gold JTest

To e
$56.00

Amount $ 1.00
Frequency Once »
Date July19 »
Transfers completed after 9:00 PM may be processed the next business day.

e Press DELETE to confirm your choice.



Delete transfer

Are you sure you want to delete this transfer?

e Press OK on the confirmation screen.

< Transfer

Transfer deleted

Any pending transfers will still be processed.

Immediate transfers (transfers with a date of Soonest Available) begin immediately upon
pressing Submit, and therefore, cannot be edited or deleted.
To reverse, complete another transfer to offset the original or contact the bank.




Download Functionality

o To download transactions, select your account.

Hi there!

H JohnETest >

Accounts

Bus JTest $282.00 OVB Gold JTest $51.00 Visa Platinum Contactless
x4094 Current x3757 Current x0322

e Select the arrow pointing down beside the printer, listed at the top of the transactions page.

Bus JTest-

x4094
Transactions ¥ 5 Q
Wire Transfer Debit Bryna S Butler XXXX3116 XXXX0925 XXXX9544 ... $1.00
Aug 30 $282.00

e This will allow you to select the DATE RANGE and FILE TYPE. Then select DOWNLOAD.

< Download activity
Bus JTest (x4094)

Last month X

Date range

9 Aug 1, 2024 - Aug 31, 2024
: uicken
File type Q orx




Direct Connect

e To approve connection requests for Intuit desktop products or Quicken, you will access the tab to
the bottom left of the screen that is titled MY PROFILE.

(*) Add an account

() Personal settings
Business management
5% Account settings

€] Sign out

My profile
El John E Test

e Onceyou select this, Settings will display. Under BUSINESS MANAGEMENT, press USER
MANAGEMENT.

PERSOMNAL

® Profile
I & security

[\ useralerts

3§ Travel notices

[E] user agreement

BUSINESS MANAGEMENT
Profile

A, User management
(O Activity

ACCOUNTS

Ohio valley Bank

—+ Add account

Add an account or view balances
from another institution




o Select MANAGE beside DIRECT CONNECT. Any Direct Connect application requests can be
approved in this location.

Direct Connect
Approve connection requests for Intuit desktop products or Quicken.

Manage >




Linking External Accounts

OVB Business Online users can link external accounts to their digital banking platform. You will have
access to limited transaction information by clicking on the account. It is important to note that the
external linked account is view only, you will not have transfer functionality to or from the external
account.

e To access this feature, click on the THREE DOTS in the top right corner of the Dashboard.

Hi there!

H JohnETest >

Accounts

Bus JTest $282.00 OVB Gold JTest $51.00 Visa Platinum Contactless
x4094 Current x3757 Current x0322

Bl & [ — B

Pay a bill Pay a person Message

e Select LINK AN ACCOUNT. Do not select Add an account, as this will direct you to our online
account opening service.

@ Add an account

Link an account

ﬁ View balances and transactions for accounts
from another financial institution.

T, Organize accounts

=] View (0 v:lell Expanded

[y Organize dashboard

e Follow the system prompts.



X Link an account

ﬂ_;a;m

Ohio Valley Bank uses Finicity, a Mastercard company, to connect your
accounts.

Finicity will securely access, process and share the requested
financial data

@ Finicity only uses data with your permission

By pressing Next, you agree to Finicity's Terms of Use and Privacy Notice (f

Secured by @)

e The system will ask you to select your financial institution and will then search for a match.

x Link an account
< x
Find your bank

Q_ Search for your bank

Peoples @,

I' H“n“nu.nn

AMERICAN
EXPRESS

e Once the correct financial institution has been selected, you will be prompted to hit NEXT. Enter
your online banking credentials for the external bank and SUBMIT. As an added level of security,
the external institution will verify your identity using two factor authentication. Once completed,
the OVB Business Online Dashboard will show the external account.

o Ifyou need to remove access to the external account, simply follow the same prompts, apart from
selecting remove bank after reviewing the account and confirming the deletion.



Stop Payments

Placing a Stop Payment

e Placing a stop payment is simple. You can access this feature in two locations.

e Thefirstis by simply clicking on the account you wish to place the stop payment on from
the dashboard. You will notice that the stop payment feature appears to the right of the
account transactions listing (highlighted below).

Bus JTest $317.76

x4094 Current

Transactions ¢ e

Mo
Deyrania

Trunsfer To Dda Acet No. XXXX4567

Wite Tesrsafer Dobt Job £ Teat XOOXAITO XX XXA56 7 420 Thind Ave somo
dar 4 ) re
Phone SN-Person Tramsfer To Make Active s$1.00
Details

¢ 1199506

Hev-Retumn tem Nsf Test OF Nst fee 2ND Presentiment +4$34.00 ACSOUNE Bumnbers
) 50

D444

Credit Back flem 2300 +3400.00
194 56

Account information




e You can also find this by selecting ACCOUNTS in the left side menu. Again, you will select
the account you wish to place the stop payment on and click stop payment in the options
to the right of the screen.

% OHIO VALLEY BANK

[I8 Dashboard
Messages (1]
Accounts

Transfers

|G = I

Remote deposits

]

Payments ~
Bill pay

Pasitive pay

ACH

Approve ACH

Cash Management

Insights ~

G <o

Support

You must contact Ohio Valley Bank directly if you need to stop an electronic payment.
If placing stops on book(s) of checks, it is recommended to contact the bank to keep
your fee at a minimum (online will charge you per check in the book).

e Please checkthe Service Summary or view onscreen the current fee for placing stop
payment. This fee will come directly out of your account.



Once you have selected Stop Payment, you will select the best option that suits your
needs, whether that be to stop a single check or a range of checks. For stops of an entire
book of checks, please visit your local Ohio Valley Bank office or give us a call.

< Stop payments
Bus JTest (x40094)

What do you want to stop?

A single check
=l 9

Stop a single check from being cashed.

A range of checks

Stop a consecutive range of checks from being cashed.

Once you have made your selection, input the requested information. To place a stop
payment for a range of checks, simply input the starting check number and the ending

check number and select the reason for the stop. Be sure to press the SUBMIT button to
complete the process.

< Stop payments

Bus JTest (x4094)
Start check # End check #
123 - 150

Reason
Stolen




e To place a stop payment on a single check, you will be asked to input a check number,
check amount, check date, payee and the reason for the stop payment. Select SUBMIT.

< Stop payments
Bus JTest (x4094)

Check #

123

Check amount

300.00

Enter "0" if unknown or if it does not apply.
Check date

6/26/2024

Payee
Jack Test

Reason

Lost

Approving a Stop Payment

A great feature of OVB Business Online is that you can decide what users have the ability to
approve a stop payment. You can have users that can place the stop payment and also approve it.
You can also make it so that one user can create the stop payment, but another must review and
approve it.

User Permissions

Itis important to note that Stop Payments are a feature that can be managed in the Business
Management > User Management section of OVB Business Online. Access to stop payments can
be added when setting up the user or edited later for existing users.

When adding the permission to ADD STOP PAYMENT, you must also enable VIEW STOP PAYMENT.



=s Stop payments @

Enable ‘)

Hide options

View stop payment ‘) Add stop payment ‘)




Autobooks

Autobooks is an invoicing, payment and lightweight accounting software that lives inside of OVB
Business Online and OVB Online. This secure platform allows individuals and small businesses
to take advantage of tools that help with invoicing, payments through invoicing or payments
through an online pay now button. It allows the customer to accept and manage online
payments, create digital invoices, pay bills, automate bookkeeping tasks and access financial
reporting. Businesses can manage invoices and money in one place, eliminating the need to
have a separate log in or have to keep transferring funds from somewhere else. Payments
typically go directly into the customers bank account within 2 business days.

Overview

You will have an organized view of all sent and in-draft invoices with color-coded statuses to easily target
when something needs attention. You can also collect payments right inside OVB Business Online or share
your unique payment link with your customers (or donors, if your represent a non-profit).

You can instantly:

v' Check your balance
v' Confirm payments in seconds
v' And even issue refunds in a single click!

Autobooks provides fast customer service from a real person over the phone when you have an
issue or get stuck. In addition to this, Autobooks has an extensive library of helpful videos and
reading material available to users as well.

Autobooks can be accessed from the Accept Online Payments card in the OVB Business Online
dashboard.

The Accept Online Payments card is a configurable part of the Dashboard and because
of this, it may not be in the exact same location for every user. If you do not see it on your
Dashboard, press Organize Dashboard at the bottom of the screen to add it.

Follow this link for more information on how to get started with Autobooks.

e https://help.autobooks.co/knowledge/getting-started

Plans

Users have two different choices when using Autobooks: Basic Autobooks and Full Autobooks.
Autobooks Basic, consisting of sending invoices and receiving payments, is great for small
business owners that need to send invoices and accept payments without accounting options.


https://help.autobooks.co/knowledge/getting-started

There is no monthly fee for these features. The user simply clicks on the area of the area of the
Dashboard that says Accept Online Payments to begin. Autobooks will walk the user through the
step-by-step process, whether they are sending an invoice or accepting payments.

With Basic Autobooks, customers can do the following:

Manage and Invoice Payments

Add and Manage Customer and Product Lists

Manage and Track Payments paid via invoice

Modify and manage invoice settings

Accept payments directly inside online banking

Share Payment form links

Track and manage payments paid through your payment form

Manage your payment form settings

The second option, Full Autobooks, gives the user full access to the Autobooks library of
solutions. For current pricing, visit www.ovbc.com/autobooks. This is the best choice when your
small business is in need of invoices and payments but are also in need of basic accounting and
reporting with integrated bill pay. With this upgraded version, you have the following options:

Categorize bank account transactions manually or write automated rules to
categorize as they comein

Journal entry (for cash transactions) and budget tools to help keep you organized
and on track

Users have access to customizable, exportable reports. The following reports can
be exported and used to share information needed for their accountant or banker:

o Customer and/or vendor balances
o Sales tax

o Fee details

e Bankreconciliation

o Profitand loss

o Balance sheet

e Journal

e Budget


http://www.ovbc.com/autobooks

For those who need to speed up the payment process, we also offer instant payment mode for an
additional fee. Contact OVB for details.

If you are interested in signing up for Full Autobooks, simply click on the Reports link inside
Autobooks and select to Upgrade.

Autobooks support is available Monday-Friday from 9am to 6pm easterm. They can be reached
by emailing support @autobooks.co or by calling 866-617-3122. Users also have the option forin

app support.



Cash Management Reports

e As an OVB Business Online user, you will have access to reporting that can help you

manage your business. To access this, select Cash Management from the options available
in the menu on the left.

“# OHIO VALLEY BANK

Hi there!

E JohnETest >

[J2 Dashboard

B3 Messages
[@ Accounts Accounts
2 Transfers Bus JTest $283.00 OVB Gold JTest $51.00 Visa Platinum Contactless
£t x4094 Current x3757 Current x0322
<, Remote deposits
=

Payments & E r(l‘ EI_] B

Transfer Payabill  Payaperson  Message Documents
Cash Management
Q Insights v

Transactions Qe Featured
@ Support

Messages

£ Important: Credit Card Rewards Points Aug 14
At Ohio Valley Bank, we have our customer's back. We constantly review an.

EA TextScam Alert May 29
We have received multiple reports of a recent text message scam. The text ..

Enjoy what life has to offer!

£ TextScam Alert Dec 14,2022
Aprolific fraud scheme is flooding our area. The scammers send a text with

See more Transfers

e Onceyou have selected Cash Management, click reporting. You will have several options
to select from. Select the account you wish to view, and you will be able to access reports
from prior day activity.

¥ OHIO VALLEY BANK

Prior Day Information

View Prior Day Informatin for: | oyg Gold Test

Prior Account Information

OVB Gold JTest / JOHN E TEST

Close of Business.... August 28, 2024 Prior Day Activity
Debits Credits
s1.00 ACH Ttems

s1.00 0.00 0.00
s1.00
.00 Inclearing
0.00 0.00
0.0 Over-the-counter
.00 0.00 0.00
0.0
.00 Mires
0.00 0.00
Transfers
9.00 2.00
Total
.00 .00

e Current Day



¥ OHIO VALLEY BANK

] x L X

Bill Pay Cash Management [EEEPERLREEtE Options

ACH ARP Users Reporting
a
Prior Day Position Saved
Current Day Information
View Current Day Information for: | ove Gold JTest v

Current Account Information

OVB Gold |Test / JOHN E TEST

As of Date........ 8/28/24 Current Day Activity
Debits Credits
Available Balance.... 51.8@ ACH Ttems
Collected Balance.... 51.8@ 0.08 0.08
Ledger Balance. 51.8@
Hold Amount.... 2.88 Inclearing
9.98 2.88
Current Available.... 51.8@ Over-the-counter
8.80 8.80
Mires
2.88 2.98
Transfers
2.80 2.80
Total
0.08 2.20

Position, which will allow you to download or view the data requested.

% OHIO VALLEY BANK

& % 8 X

Bill Pay Cash Management JENEERILED] Options

ACH ARP Users Reporting File

a
Prior Day Current Day Position Activity Summary Positive Saved
Download Cash User

To download:
1. Click the link below.
2. Select Save from the dialog box,

To view:
1. Click on the link below.
2. Select Open from the dialog box.




Activity, which will allow you to view data for multiple accounts or even search transactions
if necessary.

%% OHIO VALLEY BANK

& Ed
Bill Pay |Cash Management
o

H ARP
Prior D Current D Summary Positive Pay Saved
Activity from 7/1/2024 to 7/31/2024
Accoun @ (0 Description & ccount alan
O BusJTest ~4094 283.00
O ovB Gold JTest *3757 51.00
Date Range Between Dates pecific D: P s # of D: P ess D
07/01/2024 | [55]
To | 071312024 |[z3]
Transaction Type Al Transactions -
Bagin End
By Amouns B B
rc End
By Check #

Subtotal per Account

Summary, which allows you to refine your data search and view multiple accounts.

% OHIO VALLEY BANK

] = B X
BilPey  [EEMYEUERSNN  Doshboard Options

ACH ARP Users Reporting File Status
a

Prior Day Current Day Position Activity Summary Positive Pay Saved

Summary from 7/1/2024 to 7/31/2024

Account (] Description £ Type Account Balance
O BusTest Checling #4004 283.00
[ OVB Gold Test Checling #3757 51.00

DateRange @ Berween Dates O Specific Date O Previous# of Days O Previous Business Day

From | 07/01/2024 | [z3]

To | 073172024 | [33]

Save Report Criteria [J

fesst m

Positive Pay- For businesses taking advantage of this fraud prevention service, this will
show past Positive Pay activity.



¥ OHIO VALLEY BANK

Positive Pay Reporting from 7/1/2024 to 7/31/2024

Items

BEF [

8y Check #

And finally, Saved. This is handy for anyone who already has reporting saved and needs to
reference it again.

¥ OHIO VALLEY BANK

& % 8 X
Bill Pay Cash Management Dashboard Options

ACH ARP

Users Reporting File Status
-~
Prior Day Current Day Paosition Activity Summary Positive Pay Saved
Saved

You currently do net have any saved reports to display.



Card Management

Businesses can manage their debit cards using the Card Management functionality within OVB
Business Online.

To access this, on the Dashboard screen, scroll to the Card Management block (example shown
below). If you do not see the block on your Dashboard, scroll to the bottom of the screen and
press ORGANIZE DASHBOARD to add it.

Card management X

HOMOR CK 0002 (x4567)
= JOHN ETEST

............ EE.:‘

= JOHM E TEST

............ 4:_’3

= JOHM ETEST
............ 204

Visa Platinum Contactless

= Visa Platinum Contactless
............ DE'

Users can:

e Add and manage travel alerts

e Temporarily freeze their card

e Permanently block their card if it is lost or stolen
e Add alerts and protection

Debit Cards will be listed under the Account Name. Credit Cards will be listed separately under a
Visa Platinum Contactless or Visa Business Contactless heading.

Select the Card you wish to work with.



¢ Manage card
HONOR CK 0002

JOHM ETEST

seew wees wew , Active D

Card services

@ Alerts and protection

/™ Report lost/stolen

Temporary Freeze/Unfreeze

The toggle to the right is to temporarily freeze or unfreeze your card.
Green = Card active
Gray = Card is locked (frozen)

Note that when a card is frozen preauthorized recurring transactions may still complete.

If an option is grayed out, it is not available online for the card you have selected.
Contact the bank for assistance.




Alerts and protection

Here you can create rules for notifying you or automatically blocking transactions. After selectin
the card you want to work with, select ALERTS AND PROTECTION.

¢ Alerts and protection
HONOR CK 0002 (x4567)

Notification settings

Manage
Choose which notifications you want and where you receive them.

Protection options

Motify me on all fransactions

@ Locations
5] Merchant types
[2] Transaction types

-~ Spending limits

Press MANAGE near the top right to change how you wish to receive your alerts. You can
receive alerts via in-app message, email, and/or text message. Alerts will send to your
email/phone on file and will be shown on the screen. Once you complete your changes,
press SAVE in the top right corner. If you need to update your email address or phone
number, you can do that under the Settings menu.

For convenience, there is a toggle if you wish to receive a notification for every transaction
made with your card.

For every category (Locations, Merchant types, Transaction types, Spending Limits) you will
be able to check if you want that type of transaction blocked or if you just want to be
notified if it occurs. If you chose to automatically block the transaction, you will receive a
notification that it was blocked.



For each category, select your options and then press SAVE at the top right corner of the category
screen to lock it in. You must SAVE on every category screen you change to put the block/alert into
effect.

e LOCATIONS -This category allows you to control blocking and/or notification for
international transactions. This is only for in-person transactions made outside of the U.S.
Online transactions will still be possible.

e MERCHANT TYPES - This category allows you to control blocking and/or notification when
your card is used for a specific type of business. Merchant types include options like
Restaurant, Gas Station, Department Store, Age Restricted, etc. Click on the footnote at
the bottom of the Merchant Types screen for current notes as to what each merchant type
includes.

e TRANSACTION TYPES - This category allows you to control blocking and/or notification
when your card is used in a specific channel such as used In Store, at the ATM,
eCommerce, etc. Click on the footnote at the bottom of the Transaction Types screen for
current notes as to what each transaction type includes.

e SPENDING LIMITS - This category allows you to control blocking and/or notification based
on a spending limit per transaction or monthly spending limit that you set.



Report lost or stolen card

e Toreport acard lost or stolen, navigate to the Card Management block on the Dashboard
screen and press the card you wish to work with.

e Select REPORT LOST/STOLEN.

¢ Manage card
HONOR CK 0002

JOHN E TEST

Card services

@ Alerts and protection >

/N Report lost/stolen >

e Selectthe appropriate option.

Report card lost/stolen 4
(@ My cardis lost >
® My card is stolen >

e This will permanently deactivate your card and prevent any new transactions from
processing. Contact the bank to request a new card. New debit cards can be provided in

minutes at any Ohio Valley Bank office. New debit and credit cards can also be issued via
U.S. mail.

e Cards reported as stolen may continue to display in OVB Business Online with a stolen
status for up to 30 days.



Travel alert

Travel alerts help bank security spot fraudulent transactions. If you are traveling out of state, it is
always a good idea to place travel alerts on every card you may be using during your trip. You may
place travel alerts on your debit cards via OVB Business Online. Travel alerts for credit cards are
not yet available online but may be placed by contacting the bank at 800-468-6682.

e Onthe Dashboard screen, scroll to the Card Management area and click on the AIRPLANE
ICON in the top right corner to add or manage a travel alert for your debit card.

Card management =

HOMOR CK 0002 (x4567)
= JOHN ETEST

............ SEC_\_

= JOHMN ETEST

............ 423

= JOHN ETEST
swan wue wene 204

Visa Platinum Contactless

= Visa Platinum Contactless

e Press +ADD TRAVEL NOTICE (in blue below).

< Back Travel notices

H

You have no travel notices

+ Add travel notice




e Complete the DESTINATIONS and DATES fields and select the cards you will take on your
trip. Press SAVE.

< Back Travel notices

Destinations

Myrtle Beach

List the places that will be traveled to. 12/47
Dates

Dec 2 - Dec 6 &=
Cards

Select the cards you'd like to use while traveling.

° John Doe

Main Checking, Active

Save

< Back Travel notices

Your travel notice was saved successfully.




e To EDIT or DELETE an existing travel notice, go to the Dashboard and scroll to the Card
Management area and click on the AIRPLANE ICON.

e Press EDIT to the right of the notice you wish to change, make needed corrections, and
then press the SAVE button.

e Pressthe TRASH CAN ICON in the top right corner to delete the notice.

< Back Travel notices

Myrtle Beach Edit
Dec2-Decb

Card  John Doe (1234)

b= A
Wa

1 Checking, Active




Mobile Banking

Overview

Mobile Banking allows business customers like you access to banking and financial services
provided by Ohio Valley Bank while on the go using your mobile device. Check your bank
balance, transfer funds, pay bills, etc. quickly. Mobile banking is available for both Android and
Apple devices. Visit the app store to download the Ohio Valley Bank Mobile app.

Itis important to regularly update the app to ensure optimal performance and security. Mobile
Banking mirrors Digital Banking, so you will find many of the same handy features with just a few
differences.

The Cash Management menu option, some ACH options, and Positive Pay are not available in
Mobile Banking. However, these features can still be accessed via mobile device by signing into
OVB Business Online via a browser like Chrome or Safari.

Logging On

When opening the App for the first time, you will enter your OVB Business Online ID and
password. After this, you can set up a short PIN for use on the app, or even take advantage of
facial recognition feature to bypass the password.

Even if you have selected a short PIN and/or facial recognition, don’t forget your
password. You may still be asked for your full password in certain situations such as
when initiating an ACH, creating a new payee for Bill Pay, when using a new device to

access the system, etc.

If you cannot remember your password:

¢ You can access the forgot password feature and take advantage of the password
reset feature.

¢ Admins can reset passwords for other users within the same
business/organization as needed.

e The OVB Business Online ID can go into dormant status after non-use for six
months, and access is locked. Contact the OVB Customer Support Call Center to
re-activate a dormant ID.

e Upon first login, you will also be asked to set up Two-Factor security. You must enter your
email address and a phone number on file with the bank. The system will send a passcode
using your desired method of contact. Then you must enter the passcode on the screen.



After this is done, you will be prompted to receive/enter a passcode at different
checkpoints to verify your identity.

e Ifyou close the app before finishing setup, the setup will start over again the next time
you go into the app.

Once you have successfully signed in, you will be at the DASHBOARD screen. The Dashboard
gives an overview of the organizations’ accounts you have access to and gives you access to the
range of services you can perform within OVB Business Online.

Mobile-specific options

Mobile Banking mirrors OVB Business Online via browser in many ways, with a few extras on
hand:

Biometrics/PIN at login

e Biometrics or use of a passcode are available after the initial sign on process to help
ease the log on process.

Send Feedback

e If you are having trouble, we may ask you to send us your log. Do this by selecting
SEND FEEDBACK. When doing this, an email will generate with diagnostic logs
attached. The log does not include any identifying information so always type in
your name, preferred contact info, and details of the problem you are
experiencing and press Send. This emailed log gives the bank information needed
to resolve more complex technicalissues.

Switch Profile

o Switch Profile allows you to easily switch between IDs to view. From the left
menu, select My Profile or your ID at the bottom of the menu. This will unfold
more options, including SWITCH PROFILE.

Remove Profile

e Remove Profile is found under Settings and should be used when you are no
longer going to use the device to access your online banking. If you remove your
profile and then decide to login again using the device, you will need to walk
through all the steps as a first-time user again.



Mobile Deposit

Mobile Deposit is a feature within OVB Mobile that uses the camera on your phone to deposit
checks into your Ohio Valley Bank business account. There is no fee to use this convenient
feature. Please keep in mind that the account you want to use with Mobile Deposit must be
connected to OVB Business Online.

How to Enroll
After signing into OVB Mobile, click on the three parallel lines at the top left of the dashboard.

e Select DEPOSIT CHECKS.

# OH10 VALLEY BANK

[J8 Dashboard

Messages

(9 Accounts

« Transfers

&, Deposit checks

[5] Payments v

J1 Benjamin Tracker

Support

e Selectthe account/s you wish to enroll in Mobile Deposit, then click ENROLL.



Deposit check

O+ = = Y,

Select the accounts you wish to deposit to. Notice:
Account must be open 30 days to be eligible for this
service. If chosen, you will be declined and will need

to re-apply once the account has aged. To cancel,

press the menu button at the top.

© Bus JTest x4094

OVB Gold JTest x3757

Enroll

e After completion, you will receive a message stating, Enrollment submitted.

e After enrollment request is submitted, Ohio Valley Bank will review this and accept or
decline the request.

You can view the status of the Mobile Deposit request by clicking the three parallel lines up at the
top left of the dashboard, then selecting Deposit Checks and finally Accounts. You will also
receive a message in your Mobile Banking message center when the account for Mobile Deposit is
approved.

You can also Enroll via OVB Business Online via browser on your computer. In the left menu,
select REMOTE DEPOSITS and then follow the instructions above.



Deposit Checks
1. Log into the OVB Mobile App on your mobile device.

2. Select the DEPOSIT ICON on the main page. This is located directly underneath the account
listing area.

3. Enter the check amount and select CONTINUE.
4. Select the account to deposit to.

5. Take a picture of the front and back of the check as directed on screen. We require an image of
both sides to process the deposit accurately. The app will give you the option to retake if you don't
get a quality image on the first try. For best results, follow these tips:

 Place the check on a flat, well-lit surface
o Make sure all four corners show and the check is flat without folds and creases
¢ Endorse the check as "mobile deposit only"
o Position so the back is set with the endorsement on the left.
e Useblackink and print your name, no cursive
¢ U.S.items only. Foreign items are not accepted.
6. Review the details of your mobile deposit and select SUBMIT once completed.

7. Immediately after depositing, write "electronically presented" on the front of the check. Hold
onto the check for 7 days in case there is an error in transmission. After 7 days, the check must be
destroyed.

Availability of funds

e Deposits made before 5:00 p.m. eastern will be processed on the same business day. This
is subject to change upon special circumstances such as technical issue or holiday
processing. Users will be notified with an in-app message if a change in the time is made.

The depositis available after nightly processing. However, you can see the deposit by
clicking on VIEW DEPOSITS within the Mobile Deposit section of your OVB Mobile App.

o Forexample, if | use Mobile Deposit to make a deposit at 2 p.m. on Monday, the
funds would be available Tuesday morning (after it goes through processing late
Monday night). Remember, any deposit made before 5 p.m. will process on the
same business day.

o Another example, if | use Mobile Deposit to make a deposit at 5:10p.m. on Monday,
the funds have missed the cut-off for Monday business. They will process during
Tuesday night's processing and will be available Wednesday morning.



o

Here's a weekend example, Let's say | use Mobile Deposit to make a depositat7
p.m. on Friday. That time is after cut-off so it will process the next business day
which is Monday. It will go through processing Monday night and be available
Tuesday morning.

Here's a holiday example, | use Mobile Deposit to make a deposit at 6:30 p.m. on
Friday of Memorial Day weekend. Since there is no processing on Monday, Memorial
Day, the deposit will process the next business day which would be Tuesday. My
deposit will go through processing Tuesday night and be available Wednesday
morning.



Supported Devices

e We offer OVB Mobile to iPhone or Android users. It is important to remember that you must
have the most current version of OVB Mobile installed to ensure that you have problem free
usage. This can also be used on an Apple or Android tablet that has the app installed and a
camera. You cannot make a Mobile Deposit logging onto the browser on your phone, you
must use the app to do this. However, you can enroll for the service or view already
submitted deposits when logged into OVB Business Online via a browser.

Limits
¢ Mobile Deposit can be used with personal and small business accounts depositing few

checks; larger businesses or small businesses that deposit a high number of checks need
the flexibility of OVB Remote, a different service from OVB.

e The default limit for Mobile Deposit users is set at deposits of up to $2,000 per day and no
more than $5,000 per month.

e Higher limits may be granted. To request a limit increase, contact the Customer Support
Call Center by emailing callcenter@ovbc.com or calling 800-468-6682. You can also make
this request to any of our bank employees if you are visiting a branch.

Click on the i with the circle around it to see your limit and where you currently stand.

Deposit check

Check Amount $ 0.00

Deposit limits O

Pending review, checks deposited before 5 p.m. eastern
will be processed on the same business day with
availab ieposit

canno Deposit limits email

This month:
0 of 20 deposits
$0 of $5,000 deposited

Default = month

Today:
0 of 20 deposits
$0 of $2,000 deposited

Close

Rejected Mobile Deposits

Deposits may be rejected for a multitude of reasons. The most common reason for rejection is
poor image quality. Another reason might be that the deposit limits have been exceeded or



improper endorsement. You should receive an email notifying you of the reason of the rejection.
Please reach out to the bank with any questions.

Viewing Mobile Deposits

To view the image of the deposited check, select DEPOSIT CHECKS in the left side menu. Under
Recent Activity, select the deposit you wish to view. This will present the date, amount, account,
and thumbnail images of the check. Click on the thumbnail image to bring up the fullimage. With
your fingers, pinch and expand to enlarge further.

e You can also view deposits from a computer when logged into OVB Business Online via
your browser. In the left menu, select REMOTE DEPOSITS. When viewing the check image
here, you also have a PRINT ICON for simple printing.

e The depositinformation will also appear in the Transaction Listing in both OVB Business
Online and OVB Mobile but there will not be an image.

e Note that Mobile Deposit works on an individual basis, so you will only be able to view
deposits you make. You cannot view the deposits made by other users in your organization.
If you wish to view deposits made by all users, ask us about OVB Remote.



e The Dashboard is the first screen that you will see when you sign into Digital

Banking and is easily customized to best the banking needs of your business. The
order the information is listed in can be changed, or categories can be removed if

they are not relevant to you. You can access the Organize Dashboard feature to
take advantage of this.

Hi there!

[ JohnETest >

Accounts

Bus JTest $317.76 OVB Gold JTest Visa Platinum Contactless
x4094 Current x3757 x0322

[£] 2 ]

Pay a bill Pay a person Message

Transactions Q

&, 0deposits | ® 0 withdrawals Past 48 hrs

Featured

Personal Loans
Messages

3 TextScam Alert May 29

We have received multiple reports of a recent text message scam. The text ...

=9 Text Scam Alert

Dec 14,2022
A prolific fraud scheme is flooding our area. The scammers send a text with

j hat life h ffer!
Eor: DEpeie o Enjoy what life has to offer!
- An update to your Digital Banking was rolied out this morning that attaches d.
See more Learn more
Remote deposits Transfers
< 3, Make a transfer
o3
line.
E Il toda
,,,,,,,, y .
Schedule a future or repeating »u don't have to worry about
the
Accept Online Payments
- = Bill pay
Send an Invoice Accept Payments Now

Pay a bill

Pay a person Manage payments

Card management =

visa Platinum Contactless (x0322)

& Visa Platinum Contactless
+ees e 0322

@, Organize dashboard

e Organize Dashboard is available in several locations on the website. Scroll to the

bottom of the Dashboard, like the example above, or click on the three dots on the
top right hand corner under the circle with initials.



lohn ETest >

Accounts

Bus JTest $317.76 OVB Gold JTest

@ (© Add an account
%4094 Current x3757 2

Link an account

e B A B B

Transfer Pay a bill Pay a person Message Documents

1, Organize accounts

] View [T .Elel Expanded | Totals

Transactions Qe Featured @ Organize dashboard

&, 0 deposits | (® 0withdrawals Past 48 hrs m , .
Nl oA -

When Organize Dashboard is selected, the screen below will appear. Simply drag
and drop to change the order that the categories appear in. If you no longer want to
see a category, hit the X beside it to make it disappear. Need to add a category back
that you have deleted? Select add a card at the bottom left screen. (Card =
Category)

Organize dashboard

Done
Drag & drop to reorder
Accounts
;i Transactions X ;i Featured X
it Messages X :t Transfers pod
:: Remote deposits X ;1 Bill pay >
;1 Accept Online Payments X :: Card management X

+ Add a card



Positive Pay

Positive Pay is a fraud detection tool that matches the account number, check number, and
dollar amount of each check presented for payment against a list of checks previously
authorized and issued by the company. This prevents a fraudster from counterfeiting checks that
look like they came from our business customer. This service is provided for an additional fee. If
you are interested in signing up for Positive Pay, please reach out to your local banker for
assistance.

Positive Pay is available with OVB Business Online and is accessed by clicking on Payments in
the menu listed on the left of the screen.

HOHIO VALLEY BANK

[12 Dashboard

= Messages 2]
[ Accounts

= Transfers

Afile of the business's actual checks issued
is uploaded within OVB Business Online by the
business customer. Items are presented to the

1, Remote deposits

[(] Payments -~ . o . ) )
business within this system to review if needed.
Bill pay Contact the Operations Department with any issues.
Positive pay
ACH

This is an ideal product for large businesses that
issue many checks.

Cash Management




Adding Checks

Positive pay

-+ Add checks

Work check exceptions

Your check uploads will display here

e Customers using Positive Pay can input check information by manually keying in each
one or uploading a file of multiple checks.

e Simply click on the plus sign beside the ADD CHECKS feature.

e Clickon ADD YOUR CHECKS MANUALLY, above number 1 in the screenshot below, to
enter them one by one.

e Toupload afile of multiple checks, drag and drop your check file in the outlined box at
number 3 in the screenshot below.

< Add checks

[ Add your checks manually

o Create your CSV file

Enter your issued check information into your CSV file following our formatting
specifications to upload for positive pay.

Wiew CSV formatting guide

o Choose associated account (& Select >

o Upload completed CSV template

___________________________________________________

T

i [ H
' 1

Drag and drop file here, or browse

___________________________________________________




e When uploading a check file, you will be presented a list of checks found in the file and
asked to review and approve the file. Press the APPROVE button.

Review checks

File upload summary

File name ArpManualEntry_bsbutler2_240304.ixt
Total items 1

Total amount  $2.00

DATE  PAYEE/AMOUNT CHECK #
JAN $2.00
9 00000000154
Test Payee

If any modifications are needed, cancel this upload and edit your CSV file

Uploaded file shows as .csv

Positive pay

—J

[y arp sample simplest no header.csv Honors JTest Just uploaded T, Addchecks i= Work exceptions
Successful

B ArpManualEntry_bsbutler2_240304.txt Honors JTest 5 mins ago
Successful

Manually entered checks show as .txt

On the listing on the main page:

e Uploaded files show as .csv
e Manually entered checks show as .txt



CSV Formatting Guide

View CSV formatting guide

Enter your issued check information into your CSV file following this format. Only the
required columns are necessary, but you can use as many others as apply. Uploading
your information in a different order or format will cause your file to be read incorrectly.

Complete list of column properties (*required)

Column 1 Item number *

Column 2 Item amount*  x.xx (enter without currency sign)
Column 3 Issue date mm/dd/yyyy

Column 4 Payee Max 35 characters

Column 5 Void indicator V= Void

Column 6 Accounttype  Chk=checking, Sav=savings, GL=general ledger
Column 7 Debit/credit D=debit, C=credit

Column 8 Void date mm/dd/yyyy

Column 9 Payee address 1

Column 10 Payee address 2

Column 11 Payee address 3

Column 12 Payee address 4

Column 13 Stop indicator  Stop = Yes

Example CSV row with basic information

1234.56 06/16/2022

Account

Issue date Fayes Void
. type




ACH
Create ACH

e To create a new ACH, select ACH under Payments from the main menu.

4 OHIO VALLEY BANK.

[12  Dashboard
Messages (1]
Accounts

Transfers

F N @ [

Remote deposits

Payments -~

{e]

Bill pay
Positive pay
ACH
Approve ACH
Cash Management
() Insights v

(@ Support



Select the appropriate option on the top right: Create ACH, Upload ACH or Pay Taxes.

History
A =
N g,
Create ACH Upload ACH Pay taxes
BATCH RECURRING AMOUNT
New BatchA 2024 $1.00
Ready Test FFD July 2024 < 0>
Pay 04/05-04/16 $1.00
SUN MON TUE WED THUR FRI SAT
Ready Test PPD
Pay Test 4.23 $2.00
Ready Test PPD 7 3 9 10 " 0 13
Payroll $1.00 14 15 - 2
Ready Test PPD
Payroll 04.19 $10,500.00
Ready Test PPD 28 29 3
Payroll 1 $1.00

Ready Test

Create ACH

Create ACH

Batch name ACH name

Company Select company >

Type in a name for the batch and select the ACH Company from the drop down (most users will only
have one to choose). It is important to note that a business has limit of 10 batches that can be
initiated at one time.



4 ACH Company

COMPANY I SEC

Test 1987654321 PPD

The National Automated Clearing House Association (NACHA) requires standardized descriptions
of PAYROLL or PURCHASE for certain entries.

o When paying employees or contract labor, use the Entry description PAYROLL.

o When paying a bill or making a purchase, use the Entry description PURCHASE.
ACH Transactions that do not include the correct description may be delayed. ACH users should be
mindful of this when creating new batches, especially when copying past batches.

Create ACH

New ACH 6-1-26

Batch name

Company

Company ID

SEC

Entry description PAYROLL »
Discretionary data Discretionary data »
Recipients Add recipients >

Cancel

Press CREATE BATCH. Next add Recipients and Amounts. Those screens are shown in the
View/Edit section. Depending on your company’s ACH setup, you may be required to enter an
offsetting debit.



o Ifthe setup requires both credit and debit for the ACH transaction, you will be required to
input both the recipient for the credit and create the offsetting debit.

Recipients

New recipient A

5~ Amount—— — Credit/Debit

‘ Recipient name ‘ $ 0.00 ‘ Credit v
o v Account type
Account number ‘ ‘ Routing number O\‘ Accounttype  ~
Optional fields v [] Prenote  [_] Hold

+ Add another recipient

o Todothis, select ADD ANOTHER RECIPIENT. Next type the business name that is being
debited for the ACH and input the amount. Select DEBIT. Input the account number the
payrollis being debited from and the routing number for the bank the payroll account is at
and select the account type. Press SAVE RECIPIENT. Once this is completed the Create
Batch button should be available.

e Oncethe new batch is saved, it can be found with a status of READY under the ACTIVE ACH screen.
Click on it to initiate.



Batch details

Pay 04/05-04/16  Ready

(%) Credits (S Debits

$1.00 $1.00

Recipients 4 recipients »

Company Test
Company ID 1887654321
SEC code PFD
Description TstPayroll

Discretionary 04/05-04/16

Review and initiate

e You can make any edits from this screen. Once ready, press the REVIEW AND INITIATE BUTTON.



Initiate ACH

Pay 04/05-04/16

(#) Credits () Debits

$1.00 $1.00

Show details ~

Frequency Once »
Effective date Selectdate >
Reset amounts to $0.00 after processing |:|

e [faone-time ACH, press INITIATE.
e Ifthe ACH should be recurring, set the Frequency. Once the Frequency is set, the screen will ask
you to select the first date.



Schedule

< Twice a month
Sun Mon Tue Wed Thur Fri Sat
March 2024
1 2
3 4 5 6 I 8 9
10 11 12 13 14 15 16

17 18 19 20 21 22 23
24 25 26 27 28 29 30

31

D Last processing day

E Select the first day for your payment to repeat on

o |fyou selected TWICE A MONTH, the system will ask you to pick the second date. (This is the only
frequency that asks for a second date.)



Schedule
Twice a month

Thur

D Last processing day

ﬁ Starts Mar 7, repeats monthly on the 7th and 21st

e Once you select your start date, press the CONFIRM button. The system will then take you back to
the REVIEW AND INITIATE SCREEN so that you can review the rest of the settings... only now the
screen will also include a field for expiration date.



Initiate ACH

Pay 04/05-04/16

(®) Credits (© Debits

$1.00 $1.00

Show details v
Frequency Monthly >
14th of the month
Schedule >
Starts Mar 14
Ends Select date >
Reset amounts to $0.00 after processing D

If you press SELECT DATE, the following shows.

Never

Ends on date

If you press NEVER, the system takes you back to the REVIEW AND INITIATE SCREEN.
If you press ENDS ON DATE, you are taken to the ENDS calendar screen to select the date and then
back to the REVIEW AND INITIATE SCREEN.



Ends

Wed Thur

March 2024

April 2024

[E] select expiration date

Once you press on a date, the CONFIRM button will appear at the bottom.



Ends

Wed Thur

March 2024

April 2024

=] End on Mar 28

Initiate ACH

Pay 04/05-04/16

® Credits (S Debits

$1.00 $1.00

Show details +

Frequency Monthly >

14th of the month
Schedule >
Starts Mar 14

Ends Mar 28, 2024 >

Reset amounts to $0.00 after processing ]



If the recurring ACH will have the same recipients but different amounts every time, you should
select RESET AMOUNTS TO $0.00 AFTER PROCESSING.

When you (or your Admin) presses the INITIATE button, they will be prompted for your OVB Business

Online password. This is the full password they use for OVB Business Online. The PIN, FacelD, or
passkey cannot be used.

%% OHIO VALLEY BANK.

Confirm your credentials to continue

Password




Upload ACH

< Upload ACH

Upload your NACHA formatted files below to create new ACH batches.

Recent uploads (Last 7 days)

o NACHA-formatted .txt or .ach files are accepted.

e [fthere is an issue with the file, an error message including the problem found and the line number
it was found on is shown to the user. You will need to correct the file using the program you used to

create it and upload the file again.

e You will not be able to edit the batch in OVB Business Online until after a successful upload.



Tax code

Q. Search tax codes

TAX CODE DESCRIPTION PAYMENT DUE

01111 Occupational Tax and Reqgistration Payment due with a
Return for Wagering return

01117 Occupational Tax and registration Payment due on an IRS
Return for Wagering notice

07091 United States Gift (and Generation- Payment due with a
Skipping Transfer) Tax Return return

07096 United States Gift (and Generation- Payment due on an
Skipping Transfer) Tax Return extension

07097 United States Gift (and Generation- Payment due on an IRS
Skipping Transfer) Tax Return notice

07301 Monthly Tax Return for Wagers Payment due with a

return

Mnanthlv Tax Retirn for Waners Pavment due nn an IRS




View/Edit ACH
At the top of the ACH screen, you will see ACTIVE and HISTORY.

ACTIVE - ACH batches that have a status of Ready, Initiated, or Pending Approval

HISTORY - ACH batches that have a status of Processed

Active History R

BATCH RECURRING AMOUNT

New BatchA 2024 $1.00
Ready Test PPD

e Click onthe Batch to view details. If the batch is in Ready status, this is also where you will go to
review and initiate the batch.



Batch details

Pay Test 4.23  Ready

(® Credits (© Debits

$2.00 $2.00

Recipients 3recipients >

Company Test
Company ID 1987654321
SEC code PPD

Description Payroll

Review and initiate

o To see the items that make up the batch, click on the Recipients link. In the example above, that is
the blue text that says “3 recipients.”



Recipients
Pay Test 4.23

(¥ Credits (=) Debits

$2.00 $2.00

RECIPIENT ROUTING AMOUNT

+$1.00

~~  Kevin 044204370 Credit

+51.00
+~ John doe x6789 044204370 Credit

+~ Payroll Account x6789 044204370 sDzégﬂ

To edit, the items, click on the PENCIL ICON at the top right of the screen above.



Recipients
Pay Test 4.23 ,.Qf X

RECIPIENT HOLD  PRENOTE AMOUNT

— Credit/Debit — Credit amount

Kevin ~
x6789/ 044204370 [ [ Credit S 1.00

John doe ~ ~ Credit/Debit  Credit amount

x6789/ 044204370 Credit S 1.00

Payroll Account — Credit/Debit  Debit amount

x6789/ 044204370 Debit S 2.00

e To add another item to the batch, click on the PERSON+ ICON at the top right of this screen or the
screen before it.

Batch details

New recipient ~

Amount ~ Credit/Debit
‘ Recipient name ‘ {S 0.00 Credit

— Account type
‘ Account number ‘ ‘ Routing number O\‘ ‘ Account type  ~

Optional fields ~ [ ] Prenote [ ] Hold

+ Add another recipient




Click on OPTIONAL FIELDS to add ID number or addenda (shown expanded below)

Create ACH

Employee One ~

Employee One

ACCouE 1 e [ PP ——— Arcount tyoe

123123123 124084834 Q | | checking

| Prenote

Just like before, you’ll find the setting to make your ACH recurring on the Initiate screen. Here’s a
look at the screen when you select to REVIEW AND INITIATE.



Undo an Initiated Batch

Initiate batches

Bonus $3,300.00

Aug 31 B Checking account (x5002) Q. | [] Resettoso

Payroll $3.00

Sep 1 B Checking account (x5002) Q. | [[] Resetto$0

To uninitiate, click on batch in INITIATED STATUS. Click the UNINITIATE BUTTON, on confirmation screen,
click UNINITIATE BUTTON AGAIN. Batch will appear with READY status and can be edited and initiated
again.

Searching Batches
Click the SLIDERS ICON at top right to filter batches for searching.



View all

Bonus Tax payments

Ready MIDWEST MOTORS
Prenote batches



Deleting Batches

ACH details

Payroll | Reasy

$3.00 $0.00

Recipients

e Select the Batch you wish to work with.
e Clickthe 3-doticon at the top right.

e Delete Confirmation screen will appear, select DELETE again.

Prenotes

Prenotes are zero dollar test transactions used to validate a recipient’s account information. All prenote
batches are denoted with the prefix “PNT” in the ACH list.



Pay Taxes

Pay taxes
Payment details

Tax authority

Payment name Tax FD Payment name

Tax period MM/YY

e From and to accounts Edit

Tax code and amounts Edit

e Only Federal taxes are available at this time.

e Complete the fields for your payment. First the Payment Details, then Company information, then
the tax cod and payment amount. The system will notify you if you have incomplete fields.



Pay taxes

° Payment details Edit
Federal, Tax FD Test, November 2023

o From and to accounts

Company Select company >
Pay from Select from account >
Pay to Select receiving account >
Taxpayer ID Taxpayer ID

N -

o Tax code and amounts Edit

Pay taxes

Required fields must be filled in before saving

° Payment details Edit
Federal, Tax FD Test, November 2023

(D From and to accounts Edit
Missing required fields

o Tax code and amounts

Tax code Lookup tax code >




Wires

To access the Wires feature, select PAYMENTS then WIRES in the menu to the left side of the
screen.

Wire functionality is available in both OVB Business Online via browser and the OVB Mobile
App.

The first three items on the Wires main screen are Active, History, and Templates.

ACTIVE: Wires that have been created but are not yet sent.

HISTORY: Wires that have been sent.

TEMPLATES: Templates for recurring wires.

w 4
[N Create wire

Accoun
Bus JTest x4094
August 2024 <) (>

SUN MON TUE WED  THUR FRI SAT




Create a New Wire

e To send a new wire, select the CREATE WIRE button on the right.

e |nputthe requested information, such as wire name, account and the creditor (recipient)
information. The amount is also required. You will also have the option to save it as a template
for quick use in the future.

< Create wire

Wire name

0/30
From Bus JTe sts)égg?];ﬂ]r
To Add creditor >
Amount S 0.00
Remittance information Add notes >
Save as template (O []

o When you get to the To section, press ADD CREDITOR.



e Inputthe requested information for the wire creditor and agent and press the SAVE button
at the bottom.

£ Add ereditar

Wire type

Creditor details
PErS0m OF COMPATY PeCRving 1 piyTment

~ Hama

l.lah'l'ﬁl

ALEGUR Hurmile
568965896

Crekier addrii
Buldng/ s & - Slrew] name
360 Second Avenuse

~ Toawn name oy ———————————————————  ~ Coaniry subdsision (staie)

Gallipoks aH
Podl code (Fgl r
43631 United States - U5 -

+ Show optional fiekds

Creditor agent Q Find institution
Beneficiary instiution that hokss he credions acoount.

 Routing/ABA framber + - Instittion name

| 044204370 OH WAL GALLIPOLIS

Riterancs borwficiary

Jak Test
Creditor agent address
~ Buldng/sirest § ————————————————————————  ~ Sireal name
I 430 Third Avenue

Oy framiber s i allowesd

TewwTh udimi [y v o Doty susbdsiseon (shaie)

GALLIPQLIS OH

United States - US -
Instructed agent

Cradiinrs recehnng Anancial institulion

Same detals as Creditor Agent




Once you have input all required information, select the CREATE WIRE button to save.
The Create Wire button will only be active once all the required information for the Wire is
entered.

IMPORTANT: A created wire will not be sent until it is INITIATED.

Create wire

John Test

$1.50

—
= Template

From  Bus JTest x4094

To  Jak Test

Your wire has been created but
must still be initiated in the wire
details to send it.



Editing and Deleting Wires

e Awire that has not yet been initiated can be edited or deleted.
e Click on the Wire you wish to work with in the Active wire listing.
e Onthe Wire detail screen:

o To EDIT, press the EDIT link to the right of the amount.

o To DELETE, press the TRASH CAN ICON in the top right corner.

Wire details W X

John Test  Ready

$1 .50 Edit >

From Bus JTest

Creditor details

MName Jak Test
Account number 099568965896

Address 360 Second Avenue
Gallipolis, OH, US 45631

Show details

Review and initiate



Initiate a Wire

e Only users with permission to initiate a wire can do so. It is common practice to have a user
that can create a wire but not initiate it, so that there is dual control in your wire process for
added security.

e Toinitiate a wire, click on the Wire in Ready status under the Active heading.

Active History Templates

~ Account
Bus JTest x4094

WIRE DETAILS AMOUNT

OVB Wire
Ready to OH VAL GALLIPOLIS (x3456)

$1.50

e This will bring up the Wire details screen. Review the details. When ready to send, press the
REVIEW AND INITIATE button at the bottom.

Wire details W X

OVB Wire Ready

$1 .50 Edit »

From Bus JTest

Creditor details

Name Test
Account number 1234567

Address 420 Third Avenue, OH, US 45631

Show details

Review and initiate



e Ifyou do not have permission to initiate wires, the button will not be active for you. A user with
permission initiate will need to initiate it for you.

e Once you press the REVIEW AND INITIATE button, the system will ask you to confirm with your
OVB Business Online password. Enter your password and press the CONFIRM PASSWORD
button.

% OHIO VALLEY BANK

Confirm your credentials to continue

Password

Using Wire Templates

o Wire templates are for recurring wires. Once you set the template up you can reuse the same
wiring information, saving time. If you had templates set up in our legacy Cash Management
service, you will see those same templates listed under TEMPLATES.

Active History Templates
— Account
Bus JTest x4064 »
Test $2.34
to OH VAL GALLIPOLIS (x3456)
Test Wire $1.00

to Ohio Valley Bank (x3456)

Wire
to Ohio Valley Bank (x3436)

$5.00




To Create a new wire using a template, Click on the Template you wish to use.
Review the wire details and when ready, press the REVIEW AND INITIATE button.

If you do not have permission to initiate wires, the button will not be active for you. A user with
permission initiate will need to initiate it for you.

Once you press the REVIEW AND INITIATE button, the system will ask you to confirm with your
OVB Business Online password. Enter your password and press the CONFIRM PASSWORD
button.



Overview

Business Bill Pay is a robust but free service offered with OVB Business Online. This service gives
you all the functionality of personal Bill Pay with extra features that can help you run your
organization more efficiently.

Features include:

e All functionality available with personal Bill Pay, with the exception of Alexa QuickPay
¢ Higher payment limits with ability to set lower caps per user

¢ Reporting tailored for managing multiple users

o Ability to manage Sub Users

e Optionto require dual “signature” on payments

Support

Expert Bill Pay Support is available by phone at 855-407-6303 or via chat within Bill Pay. Hours of
operation are Monday thru Friday 7:30am-8:30pm EST.

Supportis also available Monday thru Friday during regular bank hours by contacting the OVB
Customer Support Call Center or any OVB office.

Limits

e PayA Company: $250,000 per day

e Payand Individual by Text/Email: $2,500* per transaction per day

e Pay an Individual using account and routing numbers: $50,000* per transaction per day

e« Combined payments: $250,000 per day

* Contact the bank to request a temporary increase if needed for specific payments.



Business Bill Pay

Activate Bill Pay

e Torequest Business Bill Pay, simply select Cash Management from the Dashboard menu options.

SOMOVALLEY BANK

Hi, John

Cash Managermest

rsights
Remaote daposits
Suppert
Transtecs
O Make s ineter
P
Motsaes et
[ ] Teat Scam Alert May 2¥
W Bree im(alend MAMEER oageirts oF & SOSHE 13T AESsage 0w The e ~
Juby
ﬁ viir e H Qe 53 20

e You will be asked to confirm your email address on file.

FOHIO VALLEY BANK

i bt

Frateriipdia e Pl sddigss

mesE 2




e From the Cash Management screen, you will see the Bill Pay tab. Select this.

‘Y OHIO VALLEY BANK

& % 0 X

Bill Pay Cash Management Dashboard Options

e Once you have selected the Bill Pay tab, you will be asked to select the account you want to pay
bills from. You can add more accounts later.

Required: Plzase select the account fram which you most often pay your
bills. This will be your default account when setting up new payments. You

will still have the option to choose to pay bills from your other accounts.

() HOMNOR CK 0001

e Click continue to confirm.

e You may be presented with challenge questions to confirm your identity when the system detects a
variation in normal activity. Select which questions you would like to be presented and input the
answers. You will also be asked to provide a security key, which is explained below.



Before you get started...

Complete challenge prompts

Business Bill Pay requires the following challenge questions and answers:
Challenge question

select phrase ~

Challenge question

select phrase v

Challenge question

select phrase v

Challenge question

select phrase v

Provide security key
The Security Key is a code you create, not a password. It signifies your authentic bill pay site. The

Security Key will display briefly with each login. Enter your combination of letters and numbers to
display.

Security key

Security key
Confirm security key

Confirm security key

o Notice on each pay presented that a help line is provided if you have any questions.

Need help?

®, Chat Now 855-407-6303



e Now that you have requested Bill Pay, you may begin setting up payee information.

_Home i el

Welcome: Jamie Stapleton  JEStapleton@ovbc.com  Lastlogin: 1:39 PM ET 7/11/2024

&Profie~ @ ChatNow @ Messages (0]

A Reminders o] Payments
@ View KX Make payment
Scheduled to process in the next 30 days v Processed within the last 30 days v

All transactions YVRIERE=Ta 5] All transactions YVRIENE:Ta ()5

@ No transactions are scheduled. @ No transactions were processed.

© Copyright 2024 Version 2.0

Website created for Ohio Valley Bank by iPay Technologies, LLC.
Privacy & Security | Terms & Condilions
Use of this system is limited to authorized users only and may be For support, please call

monitored. Any unauthorized use is prohibited and will be 855.407-8303 Member FDIC
prosecuted.

You will also see a new option for BILL PAY in your left menu when you login to OVB Business
Online. You will find the Bill Pay option under PAYMENTS.



User Permissions

User permissions for Bill Pay are handled at two different levels. Admin users can extend access
to Bill Pay to other sub-users of the organization. The main permission for Bill Pay is under USER
MANAGEMENT with other permissions.

e From the Dashboard screen, go to MY PROFILE in the bottom left corner (below left menu)
and choose BUSINESS MANAGEMENT then USER MANAGEMENT. Select the user you wish
to work with.

e Pressthe SET PERMISSIONS button.

< User management

Test BBusiness

Permissions

I Set Test BBusiness's user permissions and adjust account level permissions as needed

Q. Search accounts

Test BBusiness

69

® i
@) User v Active ACCOUNT ACCESS

Rainy Day Savings
XXX2114 ‘) £

Bus JTest
XXX4094

Email

Car Loan
XXX2730

See more




e Clickthe toggle button in the Bill Pay section so that itis green. Green means active.

< Test BBusiness

Permissions

A, ACH

Enable

Show options

Bill Pay

Enable ‘)

e The Bill Pay toggle gives your user all controls in Bill Pay with the exceptions of a) the ability

to designate new pay from accounts and b) the ability to establish payment caps. You can
further customize the user’s permissions if you head over to Bill Pay.

e To access controls for specific Bill Pay functions, in the left side menu, under PAYMENTS (1)

B K =

n

% OHIO VALLEY BANK

select BILL PAY (2). Then, select the MANAGE PAYMENTS (3).

Dashboard
Payments
Messages
g S ,
Pay a bill Pay a person Manage payments
Accounts History Payees
Transfers S
a eptember 2024 &) (D
Remote deposits
1 DATE  PAYEE STATUS AMOUNT SUN MON TUE WED THUR FRI SAT
Payments 2 '
25 Tony ® Stopped $1.00 »
2 Bill pay : @ 1 12 13 14
) Wé Tony () Stopped $1.00 >
Positive pay 15 16 17 18 19 20 21
ACH 22 23 24 25 26 27 28

Wires 29 30




e Goto OPTIONS and then MANAGE USERS.

Company Profile
Manage Bill Pay Accounts
e-Motifications
Manage Lsers

Reports

e Click EDIT beside the user name if you wish to update the person’s email or phone in the
Bill Pay system. This does NOT change the email or phone for other banking services, only
Bill Pay.

Home Paymenis~ Payees~ Calendar [sliGhHERS FAQ

Welcome. Last login: 10:42 AMET

& Profile = & Chat Mow &= Messages (0 )

Manage users

Last name First name User ID Last login

testd 31245874 9/10/2024 & Edit & Permissions
Jim Jimmy 31245854 9/10/2024 & Edit & Permissions
ABC Store ABC 710200694291 N/A & Edit & Permissions

Primary User

© Copyright 2024 Version 2.0

Website created for Ohio Valley Bank by iPay Technologies, LLC. ) -
Privacy & Security | Terms & Conditions
Use of this system is limited to authorized users only and may be For support, please call
monitored. Any unauthonized use 15 prohibited and will be 855-407-6303
prosecuted

Member FDIC

o Click PERMISSIONS to change what functions the user has access to.



&Profile ~  ® Chat Now % Messages (0 )

User Information

User name Jimmy Jim

Usertype Custom

oo

- Payments - Options
+ Schedule Bill Payments (all) +" Access Reports
+ Schedule Email Payments(all) + Update Company Info
X Establish Payment Caps + Manage Billpay Users
" Tax Payments + Manage Pay From Accounts
X Designate Pay From Accounts +/ Schedule Reminders

/ Payment History - Message Center

-> Payees +/ Access Message Center

+ Manage Payees
-> Approve Authority

+" Approve Transactions

Admin user list

© Copyright 2024 Version 2 0

¢ Thefirst screenisinformational and shows you all the current permissions and whether
they are on (green checkmark) or off (red X) for the user. To change the permissions, click
on the button that corresponds to the heading above the permission you wish to change.
For example, if you want to change the first permission, Schedule Bill Payments (all) to No,
click on the Payments button.

¢ Belowis alook at the Payments Permission screen that appears when you press the
Payments button.

e Usethe toggle to turn permissions off that you don’t want the user to have. Additionally,
some toggles may have additional related settings you can use once the toggle is in the On
position. For example, under SCHEDULE BILL PAYMENTS you can see that two new options
appear, one is to allow the user to Schedule to all bill payees, the other is to allow them
only to schedule payments to specific payees.



m Schedule bill payments

ST L ER GV IWEVEES  Schedule to specific bill payees

@ Schedule email payments

ST CHTERGEIIENETNEVYEESI  Schedule to specific email payees

.: | Establish payment caps
(i}

Payment caps allow you to set a specific amount that test3 cannot exceed when scheduling payments to particular payees.

Tax payments

Admin user list Cancel

e Be sure to press the SAVE button at the bottom when making a permission change.

e Press ADMIN USER LIST button to return to the Manage Users screen with the listing of all
your Bill Pay Users.



Dual Signature Payments

e Ifyour organization requires dual signatures on checks, you can achieve the same effectin
Bill Pay. This means that one user would create the payment and a second user would be
required to sign in and approve the payment before it is sent.

o Inthe MANAGE PAYMENTS area, select OPTIONS then COMPANY PROFILE.

e Clickon the toggle for REQUIRE DUAL SIGNATURES. Green means active.

Dual signatures required

Require dual signatures.

¢ Awarning message will display to let you know that any pending payments will now need to
be approved. Press the Xin the top right corner to close the warning.

e Press the SUBMIT button on the bottom right corner.
e Make sure that at least one of your users has the Approve Authority permission. Go to

OPTIONS then MANAGE USERS. Click on PERMISSIONS beside the users you wish to work
with.

- Approve Authority
+ Approve Transactions



New Payee Setup
e To create a payee, in the left menu, expand PAYMENTS and click on BILL PAY.

e Select +NEW PAYEE (highlighted below) and choose COMPANY or INDIVIDUAL from the
drop down.

Payments + New payee ,51‘ ves

Pay a bill Pay a person Manage payments

History Payees

Q. Search payments September 2024 <) D>
DATE  PAYEE STATUS AMOUNT SUN MON TUE WED THUR FRI SAT

sep 2 )

25 church xt! (® Scheduled $500.00 »

: @
SEP -
9 Radiology Inc x669 v Paid $58.25 »

+ New payee

Company

Person




New Payee — Company
e Select COMPANY.

e Enterinformation about who you are paying (payee). For best results, always use the name,
phone, and address exactly how it appears on your bill. Note that the Payee Nickname will
be seen by the users in your organization and not by the payee.

Add a bill

~ Payee name

Payee nickname (optional)

Phone number

Account number

Name on bill (optional) =

Payee address

Street line 1

Street line 2 (optional)

City

e You will be prompted for your OVB Business Online password. Enter it and press the
CONFIRM PASSWORD button.

ABC Store has been added

Add another bill m

I'm done



New Payee — Person
Select PERSON.

<

Which payment method would you like to use?

&

—

Add a person

Direct deposit

Payments are electronically deposited into your payee’s account.

Email

Your payee will receive an email to accept payments.

Text message (SMS)

Your payee will receive a text message to accept payments.

Check

Sent by mail to the payee's address

Choose how you wish to send. All methods are secure.

o

o

Direct deposit: Often used for sending money to yourself at another financial
institution or to a family member. You will need to enter the recipient’s bank routing
number and account number.

Email or Text message: Often used for sending money to a friend or co-worker. When
paying someone this way the first time, it involves creating a shared keyword that
you give to the recipient so that they can verify they are the intended recipient so
that they can direct the bank privately on where to deposit the money. After the first
payment is made, future payments you send go directly into their account, no
keyword needed.

Check: Used for everything else.

Once you have made your selection, enter the required information. Note that the Payee
Nickname will be seen by the users in your organization and not by the payee. When
finished, press the SUBMIT button.

You will be prompted for your OVB Business Online password. Enter it and press the
CONFIRM PASSWORD button.



Upload Payees

Business Bill Pay users have the added ability to upload multiple payees at once.

e Before you begin, prepare a .csv file with your payee information. The file should include
the following columns in this order:

Company Name (required)

Address 1

Address 2

City

State

Zip code (formatted 55555 or 555554444)

Phone (no dashes, example: 7404462631)

Account number to be credited at payee (required)

9. First name (required)

10. Middle name

11. Last name (required)

© N O hLN=

e Inthe left side menu, under PAYMENTS (1) select BILL PAY (2). Then, select the MANAGE
PAYMENTS (3).

% OHIO VALLEY BANK

[I8 Dashboard

Payments + New payee
= Messages
g R ,
Pay a bill Pay a person Manage payments
" Accounts History Payees
=
& Translers Q  Search payments September 2024 5 £
<, Remote deposits
. DATE  PAYEE STATUS AMOUNT SUN MON TUE WED THUR FRI  SAT
Payments ~ ‘
25 Tony ® Stopped $1.00 > )
2 Bill pay g e 11 12 13 14
-l'é Tony ® Stopped $1.00 >
Positive pay 15 16 17 18 19 20 21
ACH 22 23 24 25 26 27 28
Wires 29 30

e Underthe PAYEES menu, select IMPORT PAYEES.



L1 C Payments > Payees > Calendar Options = FAQ

Add a Company
Add an Individual

Import Payees

‘ IManage Payees Re
Manage Categories

Import payees
Do you have payees already setup in an application?

Payee records can be imported to make adding payees a snap.

Import from: Previous import(s):

CSV file 0 unverified payees

Please note:

= Always verify your payee data after you export and after you import to ensure accuracy

« Company name is a required field for importing. Any record missing this data will not be imperted. However, after your file import is completed, we will
show you a list of all records, and ask you to verify each.

Step 2: Click the "Choose File" button, select your CSV file and click "Upload™ button.

Choose File [No file chosen

Step 3: Verify payees

© Important information:

Always check your payee records before and after the import process to ensure accuracy.

Upload



Viewing Payment Method

e To see if the Payee is set to pay by check or electronic, click on the PAYEES subheading and
view the METHOD column to the right of the Payee Name.

+ New payee
Payments pay R .
Pay a bill Pay a person Manage payments
History Payees
Q. Search payees September 2024 < >

3

TYPE PAYEE METHOD SUN MON TUE WED  THUR FRI SAT

ABC Store x3456 Check ) - )
0 [¢] ﬁ 44

e The method of payment allow appears at the bottom each time you create a payment for
the payee in the future (highlighted below).

¢ Payment
ABC Store
Main Checking |
From x3434
Amount S

More options

Sends today by check, arrives by Sep 16




Creating Payments

Single Payment

e From the left side menu, expand PAYMENTS and select BILL PAY. Then select PAY ABILL
(highlighted below) or PAY A PERSON.
OR select PAY A BILL or PAY A PERSON from the Bill Pay card on your Dashboard.

New pay
Payments + New payee @ ;1‘ e

Pay a bill Pay a person Manage payments

History Payees

Q. Search payments September 2024 <)L
DATE  PAYEE STATUS AMOUNT SUN MON TUE WED THUR FRI SAT

SEP £ "

25 church xt! (©® Scheduled $500.00 »

: @
SEP -
9 Radiology Inc x669 v Paid $58.25 »

Bill pay
Fay a bill Pay a person Manage payments

IMPORTANT: The following directions are based on logging into OVB Business Online via the
bank’s website using a browser like Chrome, Safari, or Edge. If you are using the OVB Mobile App,
your experience will be a little different. Note that you can login via Chrome or Safari on your
mobile device for the same experience as those accessing via a laptop browser.



o Select SINGLE payment. Only the Single option is available in OVB Mobile App.

—
< Pay a bill

Single Multiple

(.  Search payees

69

20th Street xx1

Check, Last paid: Never

Landscaping supplier x-123
Check, Last paid: Never

TEST x3456

Check, Last paid: Never

+ Add another hill

e Select the PAYEE you wish to pay from the list.

If paying an Ohijo Valley Bank loan, bill pay is not recommended. The simplest and fastest
way to pay is by creating a transfer (if you have an OVB deposit account) or using our
Online Payment Portal at www.ovbc.com/payments (if you do not have an OVB account).
If paying an OVB credit card, use the Make a Payment link after clicking on your card within
OVB Business Online.




e The default Pay From account for the payee will appear in the FROM field. If you wish to pay
from another account, click on the account and select a new one from the list.

Ifitis not clickable, there are no other eligible Pay From accounts tied to your OVB Business
Online ID.

Payment
< X '
Landscaping supplier

Primary Checking
%3757

From

Amount 5

More options

Sends today by check, arrives by Sep 16

e Pressthe Amount field and type in the amount you wish to pay.

o Clickon MORE OPTIONS to make it a recurring payment or to add a memo or comment.

Payment
< X )
Landscaping supplier

Primary Checking
From %3757
Amount S
Frequency Once >

Today

Sends Arrives by Sep 16 ’
Notes Add memo or comment >
Hide options

Payment will be made by check




FREQUENCY: Change this setting if you wish for your payment to recur. Your options are to
automatically pay Once, Weekly, Every Other Week, Every Four Weeks, Monthly, Every Other
Month, Twice Monthly, Every Three Months, Every Six Months, or Annually.

SENDS: Use this option to schedule the payment to be made on a future date.

NOTES: Here you can add a short text note to your payment.

e Memo: Appears on the check.

e Comment: Isvisible only inside of Bill Pay.

After completing all the fields for your payment, press the SUBMIT button at the bottom of the
screen.

When deciding how far ahead of the deadline to send your payment,
keep in mind that while the bank will estimate the arrival of your payment, arrival
is often dependent on factors outside of the bank’s control such as mail carrier
conditions and the length of time it will take the payee to open your payment and
apply it to your account. Extreme weather can hinder mail delivery. It is also our
experience that some large companies take 2-4 business days to process a
mailed payment after it arrives in their offices.




Multiple Payments

e Select MULTIPLE from the Pay a Bill or Pay a Person screen.

e Press the + sign beside every payee you wish to pay.

< Pay a bill
Single Multiple
Q. Search payees s

20th Street x +

Check, Last paid: Never

Landscaping supplier x-123 "

Check, Last paid: Never

TEST x3456 + Select payees from the side panel t

Check, Last paid: Never

e Ifyou wish to pay a mix of Pay a Bill and Pay a Person payees, select the FILTER ICON
(highlighted below) and checkmark both People and Company. Press the DONE button.



£ Pay a bill

single Multiple
F‘. I - 1

20th Streetl  Payes typs
Check, Last | Peoole

5 |
Jak Test « Company
Check, Lastj
Landscapir
Maranda Ti  Foter
Yirec-t den
Direct depos D Shovw hidden payees
Mary Test »

Done Lelect payees from!

Check, Lasi |

e Once you have made your selections, they will appear on the right side of the screen. From
there, you can check the Pay From account for each and adjust the amount.

e Toremove a payee from the current payments you are making, press the X in the circle to the
right of their payment information.

e Recurring options are not available in Multiple Payment mode.

e Once you have entered an amount for each payment, a REVIEW AND PAY button will appear at
the bottom with the number payments in parenthesis. Press the button.

Example:

Review and pay (3)



Review payments

20th Street o remore ;G'tals Checking (x3757 $6.00
$1.00 from Primary Checking (x3757) ey Eheeene {X } '

® SendSep10 Payment total $6.00

©  Arrives by Sep 17

My Acount Remove
$3.00 from Primary Checking (x3757)

L Send Sep 10

c=> Arrives by Sep 11 -

Submit payments (3)

e [fall payments appear correct, press the SUBMIT PAYMENTS button. If you need to make a
correction, press the < arrow at the top left corner.



Editing and Stopping Payments

e On the Bill Pay screen, under History, select the Payment in Scheduled status that you wish
to work with. Payments with a status of Paid or Stopped have already completed and
cannot be edited or deleted. To Stop a payment in Processing status, reach out to Bill Pay
Support at 855-407-63083.

Payments + New payee
History Payees
Q,  Search payments
DATE  PAYEE STATUS AMOUNT
SEP )
25 church xt! ® Scheduled $500.00 »
Radiology Inc x669 x6669 v Paid $58.25 »

e Onthe Payment Detail screen (pictured below), press EDIT to the right of the amount to
make changes to the payment or to access the Stop function.

() scheduled X
church
$500.00 Edit >
Check
Sends Every month on the 25th
Starts Jan 25
Ends Never
From Main Checking




e To EDIT the payment, make the needed changes and press the SAVE button.

e To STOP the payment, click on the TRASH CAN ICON in the top right corner.

Edit payment
< church @
Main Checking
From aa 0
Amount $ 500.00
Monthly
Frequency Sends on the 25th ’
Effective Sep 25 »
Ends Never »
Notes Add memo or comment >

Payment will be made by check

The system will ask you to confirm your choice and confirm with a Green Checkmark that the
payment has been stopped after you press YES. Stopped payments will have a status of
STOPPED in red in the History payment listing.

Stop payment

Are you sure you want to stop this payment?

cance' m




Reports

e Business Bill Pay users have access to Bill Pay reports. To access these, in the left side
menu, under PAYMENTS (1) select BILL PAY (2). Then, select the MANAGE PAYMENTS (3).

% OHI0 VALLEY BANK

[I8 Dashboard

Payments + New payee
A Messages
g x 3 o0
Pay a bill Pay a person Manage payments
“® Accounts History Payees
~
2 Transfers " — September 2024 <) (D
Y, Remote deposits
. DATE  PAYEE STATUS AMOUNT SUN MON TUE WED THUR FRI  SAT
Payments ~ .
is Tony ® Stopped $1.00 >
2 Bill pay @ 1 12 13 14
N ‘lé Tony (® Stopped $1.00 >
Positive pay 15 16 17 18 19 20 21
ACH 22 23 24 25 26 27 28
Wires 29 30

e From the Options tab, select REPORTS.

Options ~  FAQ

Company Profile

Manage Bill Pay Accounts
e-Notifications

Manage Users

Reports

e Onceyou have selected reports, input the requested criteria for your report. You have the
option to customize the data by date range, start and end date and even user information.
Click the CREATE REPORT button.



Reports

Payments Processed Payment Changes Payments Stopped Payees Added

Payments Processed

All Users | Scheduling User | Approving User

Date Range

Current Month v

Start Date End Date

Start date &3 End date &3

e Reports available include:
o Payments Processed
o Payment Changes
o Payments Stopped
o Payees Added



Manage Payments

Legacy Screens

Can’t find something? When clicking on MANAGE PAYMENTS you are directed to full Business
Bill Pay with all the available features using the legacy screens you may be used to. Here you will
find tabs for our legacy screens for Payments, Payees, and the Scheduling Calendar.

e To access, in the left side menu, under PAYMENTS (1) select BILL PAY (2). Then, select the
MANAGE PAYMENTS (3).

% OHIO VALLEY BANK

[I8 Dashboard

Payments + New payee
3 Messages
" e
Pay a bill Pay a person Manage payments
1§ Accounts History Payees
-
& Transiers Q. Search payments September 2024 <) (>
3, Remote deposits
" DATE  PAYEE STATUS AMOUNT SUN MON TUE WED THUR FRI  SAT
Payments ~ L y 5
ES Tony ® Stopped $1.00 > - ' ' '
2 Bill pay 9 Q 11 12 13 14
. 15 Tony (® Stopped $1.00 >
Positive pay 15 16 17 18 19 20 21
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If you have converted from personal to business Bill Pay, know that the Manage
Payments screen looks very different. In the business version, your payee list will not
display first. Don’t worry. Click on the PAYEES menu option to view them.

Chat Now and Messages

e The Chat Now and Messages links are where communication regarding your payments
and communication directly with Bill Pay Support can be viewed securely. You will find
this at the top right of the Manage Payments Home screen.
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Options

Controls to manage your Bill Pay experience are found in the Manage Payments area under the
OPTIONS menu.
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prosecuted.

Company Profile: Update your address and phone number. This only updates the Bill Pay
system. To update your contact info for other banking services, please contact the bank. This
area is also where you will find the toggle to Require Dual Signatures for payments.

Manage Bill Pay Accounts: Add or delete the OVB accounts you have chosen to use to pay your
payments. Deleting an account here does NOT close the account, it just removes it from Bill Pay.
It can be added back later if you change your mind.

e-Notifications: Manage notifications for bill pay events, recurring payments, and reminders.

Manage Users: Set specific Bill Pay permissions for your users. See the section on User
Permissions for more details.

Reports: Various payment reports. See the Reports section for more details.



Business Bill Pay- Adding Additional Accounts
To add an account to Bill Pay, in the left menu, expand PAYMENTS and click on BILL PAY.
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e Select MANAGE PAYMENTS. This is also available as an option from the Dashboard.

5] Q

Pay a bill Pay a person Manage paymentis

e Select OPTIONS, then MANAGE BILL PAY ACCOUNTS.
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e Click +ADD NEW ACCOUNT.
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e Inputthe requested information and click SAVE CHANGES.

Add new account X

Nickname *

Payment Account

Account number *

How to find account number

Confirm account number *

Account type *

Checking v




e The account will stay in a pending status until reviewed by an Ohio Valley Bank
representative. This account may still be used to pay bills.

Manage bill pay accounts

=+ Add new account

Default Nickname Account number Account type Status
Payment Account 4094 Checking Pending & Edit W Delete
® Primary Checking i LY Checking Approved & Edit W Delete

Defauli Account

e Once this has been reviewed, the status will change to Approved. If multiple
accounts are listed in Bill Pay, one must be designated during the setup process to
be the primary default account; however, you may select a different account by
clicking on the pay from account, if needed.

Manage bill pay accounts
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Frequently Asked Questions

Can payments be made on a holiday or weekend?
No. Holidays and weekends are not eligible for payment processing and will affect the dates
available to select when scheduling your payments.

Is there a cut-off date for editing or stopping a payment?

Yes. You may edit or stop a payment prior to 3 p.m. ET on the date the paymentis scheduled to
process. Note that some payments may be locked after 8 a.m. ET on the processing date and
will not be available for you to edit/delete yourself online, reach out to Bill Pay support to edit
or cancel them before the 3 p.m. cut-off time.

How long are records stored in my transaction history?
Transaction history will allow the customer to report transactions up to 18 months from the
current date.

How are payments processed?

Payments may process electronically or by check. Electronic payments will either process
through ACH or by virtual cards. The goal is to deliver your payment securely, using the fastest
method available.

Will a payment to the same payee always process the same way?

Not necessarily. If the payee establishes a new electronic payment relationship or
discontinues a relationship, your payment processing method may change. A check payment
may start processing electronically, or vice versa depending on the payee.

Do you offer person-to-person (P2P) payments?
Yes. We made it part of the natural flow so you may not even notice. When you choose to pay
an individual, we are facilitating that through a P2P system.

The system says my bill is paid and the money came out of my account but the payee says
they haven’t received it. What do | do?

OVB can provide you a proof of payment document to provide to your payee. If the payee has
still not credited your payment in 5 business days after it was paid, we can file a claim with the
payee.

| accidentally sent two payments to the payee (or overpaid), how do | get my money back?
If the payment was by check and has not already cleared the bank, you can place a stop
payment on the check. If the payment was electronic or was a check that has already cleared
the bank, you must contact the payee for a refund.
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