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LOGIN

To Log in for the first time, enter the User Name, Password and PIN number provided to you.

25 Mechanics Bs
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LOGIN
User Names are not case sensitive.

Passwords are case sensitive.

Use your mouse and the on screen keypad to enter your PIN number.

Secuntyy h Spelupr

After logging in the first time, click on Security, then Manage Profile to update your Manage Profik
user profile and create a security question in case you forget your password or PIN. '
Change Passwond

User Details

Furst Mame Jaihin ) Last Mame Dot "
Addressi Address?

City State Select |
Zipcode Phone Number B00-555-1234 )
Email Address johncosEgmad com "

Security Info

Secunty Cuestion What was the make and mec | Security Answer handa accoord

Next, click on Security, then Change Password to change your password and PIN

Ligairars i ]
Changs Pasasand Click Change Password to change your
Curment Passsond . password. Enter the current and new password.

e Click Change Login PIN to change your PIN.
Enter the current and new PIN.

sl P s

Changs# Login FIN l_l-.- .

:\“c‘;:’l':“ Click the Save button in the lower right hand corner.
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Forgot Password or PIN

If you forget your Password or PIN, click on “Forgot password or PIN!” in the lower left hand corner of the login screen.

% Mechanics Bank’

Wrere Relationships Mattes

LOGIN

Usemnmame

Password

PIN

FORGOT PASSWORD OR FIN

e : Enter your Username and click Submit

FORGOT PASSWORD OR PIN
T T —
Secunty Guesion  Whas was the make and model of your frst car?
Srcurdy Answrr .

Change Pasyeeed
tisoey Panismeed
Corsdere Paigmcsd

Answer your security question then change the password and/or PIN.
Changs Lagis PiH

Wesw Ligen Fil

Covsbers Logn PN

MeChaniCS Bank” Enhanced LockBox User Guide 2



Exception Handling

Items that need additional information to be processed (such as account number) are exceptions. You will receive email
notification of any exceptions. After logging into the application, you will see a flashing message on the menu bar if you
have pending exceptions.

n Perading Terepricn
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The remarks will state why the transaction was sent to exceptions. The user will need to fill in the missing data fields
and select update when finished. By clicking on update and completing the item(s) — they are then sent back into the
queue for balancing by the bank.

Previous & Next — Allows the operator to go back to the previous transaction or next. By choosing
NEXT, the operator can advance to the next available transaction within the batch, without
satisfying the requirements of the “skipped” document. The batch cannot be completed until all
skipped and unprocessed transactions are completed.

Update — Edits and accepts the data entry of a given transaction and advances to the next
available transaction. This is the equivalent of hitting the ENTER key on the keyboard.
Refresh — Re-displays the original information for the currently displayed transaction.

Remove/Return — If a user determines the exception item must be returned, they will select this
option and fill in the remarks and select save.

List Batch — Accesses the current batch window, displaying all transactions that have been
processed within the batch. Place and click the mouse pointer on the line of any chosen
transaction to re-open the transaction in the processing window displaying that transaction and
making it available for review, edit and correction.

Close Batch — Exits the batch processing window and returns the user to the Batch List screen.
Once the batch is selected again, the user will pick up where the batch was left off.
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View Files and Reports

Reportsy Contact

View Files/Reports h

Search Files/Reports Details

Bank Name U - | Client Name ALL ~

Account Mame AL ﬂ From Date 050412016 ._,E" To | 05042016 j"

Enter a date range and click m

A list of available reports will appear.

[Rgort Hama [Rpeort Date Genermed Date Dowmioaded Dade Dowriloaded By B Sedact Al Action
[T D358 DRGS0 153 EF [ o
e {1 i 1] DACERE 151153 B
e iy pi MZS26 RSR0'E 15 L3 O B
Click the checkbox for each report you want to view, or click Select All, then click VIEW REPORT

Reports will open in a separate tab in your browser.

Remittance Report
Bank Name  : Client MName :  CITATION PROPERTY MANAGEMENT
Account Mame : CITATION PROPERTY MGMT Report Date 01/25/2016
Date Printed: 01/25/2016 Page 1 of 1
Batch/5eq Hame Check # Check Amt. Remit Amt.
T3r2 LILLS AIR 001672 345.00 345.00
7373 MICHAEL KARELS 2285 220,00 220,00
2261711 GLASS ROBER 1798 210,00 210.00
2261 /2 RIGLER ROBB 1755 165.00 165.00
2261173 RIKER ROBER 1648 165.00 165.00
226174 PURCELL RON 1722 210,00 210.00
226175 _ FONTENGT DA | 1217 14500 145.00

Click the checkbox for each report you want to view, or click Select All, then click

Depending on your browser clicking Download File may prompt you to open or
save the file, or it may automatically download the file.

Choosing Save will download the files in a zip format to your default download folder.

The report listing will be updated with the download date and time and the user who
downloaded it.
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Research

Batchw Reporisw

Balch Exceplion

Research

You can search transactions based on any field that is being tracked for your account. Choose a date range, enter any
additional search criteria, then click Search.

ra e L8 Lk TR ol il OITATR0A - L ¢ o e J AT W T r
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In the above example the system will find all transactions between January and April 2016 where the check amount
contains a “5” and the remittance name contains the consecutive letters “ab”. Results are displayed below.

Enter more specific information to obtain more specific results. Entering 175.00 in the check amount field will
narrow the results to check amounts containing 175.00.

Click the checkbox to the left of the transaction of any image you want to view or download or click the checkbox
next to “Select” to select all transactions.

Click View Image to view the first transaction image.
Click the right arrow to view the remittance document.

Crre Firane Sevenny-Five o OCoorry "t et R Essssssanes = Graias

| b ey S, i AR - WO - T RO A e
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15l B seave @@

Rotate 90° Right, Rotate 90° Left, Zoom In, Zoom Out, Flip Image (rear),
Previous Image, and Next Image.
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Research (continued)

DOWNLOAD ZIP Click Download Zip to create a searchable archive of the selected transactions.

Vanvweed - mm Create a password for the archive file.

Brreem Doy perae e por BpEly

Click OK. Your web browser will prompt you to Open or Save the file.

After saving the zip file, extract the files and double click on Archive.exe. If prompted, click Run. Choose Archive.mdb.

Harrse Date moddwd Type Sath
b Tage SA2OLE 1033 A Filie Folden
B Archier.mdl 504/2006 1033 AWM MDE File IMEEE
[l Lo b L e
I mgm
Enter the password you created and click login.
| =
. .
W Select Documena to Revies =
Snarch Becords Order By
Data Remitancs Mo Ramittands Mame Chack Data Chack Senal Amcent
& Date Draecid Remsizance No Check Data Check: Senal drrrount
From [0L/0L/2006 | ] 1 [ ][
o [ 1 [Sooren |[ eer [ coment ]
Salect Batch Date Chech Dats Check Sevial  (heck A b & Ll Mo Reemitl HNams Remit Amounl  Batch LU [ Ansociation [0
N = e e S17.00 | 1053 WILL BABCDCK 175,00 | 10068 8 GGRA - GREEN ACRES HOA
WAL | DENSHARSETS 1952 $165.00 | 1051 WILL BABDOCK $765.00 | 30063 7 GG - GREEN ACRES HOA
MO0 | DEDSIMESETS 29 $175.00 | 1053 WILL BABCOCK $175.00 | 1507 B GRA - GREEN ACRES HOA
CATTION | EMEIMSIGARISETS 208 $17500 | 1053 WILL BABOOCK $175.00 537 5 G - GREEN ACRES HOA

You can now search on the selected transactions. Click the checkbox under Select to select transactions to view
then click Preview.

ae 0 Berten e =1 Clicking Download Image will prompt you to burn the images to a DVD.
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