My

¢4 PROSPERITY BANK'

>

Treasury Center

Payments Guide

ACH, Wire Transfers and Account Transfers

October 2024




¢ }PROSPERITY BANK'
Treasury Center ACH Payment Guide

Table of Contents

OVEIVIBW .eeuuuiiiiuuiiiiireeiiiirneiiiieeeetttsaeetttsassestesassestessssestessssestessssestesssssestesssssseessssssesssssssesssssssesnsssssenns 4
ACH Payments in Treasury CeNEEI. ......iiveiiiieiiiiiiiiiiiiaiiiiireesrsasiienstrasssrasssrasssrssssrenssssassssssssssnsssanss 4
ACH Standard Entry Class CoAEs (SEC) ..uuiiimiiiiiiiiiieiiiieeeiitee e eeree e este e e e ite e e s satee e e e abae e s enaaeeeensaeesennnees 5
BUSINESS ...ttt ettt e et e e st e e s e e e s e e e s bt e e e e bt e e e s b e e e e e R e e e e e re e e e e nre e e e e e reeeeeanres 5
[aTe TRV o [V | B PSPPSR P PR OPPT PP 5
Wire Transfers in Treasury CONTEr .....cciiviiiiiiiiiiiiiiiiiienieiienietiensistsesssistsssssissssssssssssssssssssssssssenssss 5
Payment Approvals: Recommended for Treasury Center Payments..........ccceeceerreeeerreennereeennesnennnnenns 5
Payments in Treasury Center: Let’s Get Started .........ccccviiiiieiiiiiiniiiiiiniinicnennreesnnsssssnessssenn 6
PaymeEnt ACIVItY c..cieiieiiiiiiiiiiicricrcrec et eee e et sesssnscenssessseseraserasesnsssnssasssasssnsssnsssnssanssansnanes 6
CUITENE ACTIVITY e, 7

L Tol U T Y - = 0 13 =T PSPPSR 8
U LI o 1Y 0 =T 0 £ 9
PAYMENT HISTOTY ..eeiiiiiiiii ittt e s ettt e e e s s s st e e e e e e e s s s bt beeeeeeesssansssbeaaeeessnsasssrsnaes 9
RECUITING ACTIVITY . .ututiiiiiiiiiiii s snnnannnanannnn 10
AAPPIOVAIS 1.ttt ettt e et ee e et e e e e e b—ee e eaabeee e e baeeeeabeeeeeabaeeeeaabeeeeanbeeeeeareeeeennrees 10
Payment Approval and REIEASE..........ceeuuiiiiieciiiiec s rreeeerrreee s s erns s s e enssessennssessennssessennnsessennnnnns 10
Approvals: Payment TEMPIAtES ...cccvvii it et e et e e et e e e e s te e e e e enbae e e e areee e e nrees 12
ACCOUNT TFANSTEI cuuuuuiiieiiiiiiiiiiiii s s s s s s s s s s s s asasasasasasasanans 13
ACH PaymMeENnt IMIENU......cuuiieiiiiieiriiireiiiesissiaiisiiresisesieesiassrassrasssssssssssssrsssrsssrsssssssssssasssasssasssassssssansss 14
Create an ACH BatCh......ccciiiiiiiiiiiiiiiiiicicicccccece e e e e e e e s e e e s s e e e e e e eaaaaaaaens 15
Create an ACH Batch Using @ TeMPIate......uiiiiiiiii ettt ee e e e e e aae e e e 15
Create @ Free FOrmM BatCh ..o ettt st st et b e bt s aee s e eneen 19
Auto Saved Drafts to start an ACH PayMENT......c.oociiii ittt et ree e e e e e e ree e e 22
GeNerating an ACH REBVEISAl.......uiiiiiiiieiciiee ettt e e e e e e st e e e s abae e e s asbeeeesnsbaeeessreeeeennsens 23
Manage ACH Batch TemMPIates .......ciiiieeiiiiiieiiiiiiiiiiireeiireeeetisnesestesnsssstesnsssssesnsssssesnsssssennsssssannsnsns 25
BatCh TemMPIate SEAICN ... ... e e e e e et e e e e e s e s s e be e e e e e e e eessnnreaeeeeeeeennnnnes 25
Create an ACH BatCh TEMPIALE ....ooeceeiieiceeeeeee et e e e s aba e e e e aaeee e enrees 26
ACH Batch TemPlates. . .. ccveuiiiiiiiiiiiiiiiteiteiiriccreeerencreesesensstnssstsesesensssensessnsssssssssssssssnssssnsessnssssnns 28
AV . 1= o T U 29
NeW Wire Transfer......cciiiiiiiiiiiiiiiiciiiiii e e e e e e e s e s e s e s e s e s e s e s asaaaaens 29

Confidential October 2024




{"PROSPERITY BANK

e

Treasury Center ACH Payment Guide

New Wire Transfer Using @ TEMPIAtE ......cii it e e s ebar e e e sbee e e s sreeeeesans 30
Start a Wire Transfer: Multiple TemMPIates .......cuvei ittt e e e 33
Manage Wire Transfer Templates ......ccccciiiiiiiiiiiiiiiiiiiinnrssesinssessinssssssiesssssssesssssssessssns 33
2 F 0] Mo To] U] « USRI 33

LI 0, - 11 1] 0N 35
NEW TaX PAYMIBNT ... s 36

I D =T g T o] oL TSR 38
Create NEeW TaX TEMPIGLE ..uiiiiiiie e e et e e e st e e e s bbe e e e s ssbeeeesssbeeeessreaeesnssees 38
Payment Status/NOtIfiCations ......cceviiiiiiiiiiiiiiiiiiieeeereerere e eeee e e e e e e e eeeseseseseseseseeeseeesaeens 39
IMANAEE PAYEES ..vuieiieiieiieiieiiiiiiiieiietiesietiesiestestessestessessesssssesssssesssssesssssssssssssssssssssssssssssssasssssasssnsans 40
SEANCI PAYEES ....vveeeeieeee ettt ettt ec e e ettt e e e ettt e e e e aaa e e e e bae e e e atte e e e abtaeeeabtaeeeattaae e e ataeeeantaeeeanreeeeanrees 40
Create @ NEW Pay ..., 41
Pi¥e o Yo olo TU ] i o N [T A - 1Y PRSP 42
Add A Payee when creating @ NEW PaAYMENT........viii it bee e e rbee e s s eabe e e e enres 43
File Transfers ... 44
o1 E=N ' 0T o Yo o RPN 44

YA ¥olole YU Lo Yl - [0 1y (=T ol [ 4T o Yo o USRS 45
Create File Map: ACCOUNT TFranSTers ......uiiii ettt e et e e eae e e e ssataeeesnasaeee s 45

o1 E= o a1 o Yo Y O F PR 46
Edit File Preference: ACH OffSEt......coi ittt st st e 46
Select Account Screen for File Preferences ........oocovvoiieriiriieiieeeenee e 47
Create File IMap: ACH . ... ittt ettt e e e e et e e e e s bt e e e e s bbaeeeaasbaeeeansbaeeeasssaeeeasseeeesnnsees 47
1T T aT o Yo o AT AT =T URUURRUSRPRNE 48
Create File Map: Wire Trans IS ..ottt e st e e e st e e e s aae e e e s sbee e e ssbeeeeenaseeesensens 48
Contact Treasury Management SUPPOIT ... cccivciieiiiiiiiiiiiieiiiniiiniciiiieiieeiissisirsicssitsitsssssrasssnsssnns 48

Confidential October 2024
Page | 3




¢ }PROSPERITY BANK
Treasury Center ACH Payment Guide

Overview

Prosperity Bank’s Treasury Center online banking solution provides many options for your company to
efficiently and effectively manage electronic payments. This guide covers ACH origination, Wire Transfers
and Account Transfers and how to process and manage these payments using the tools in Treasury Center.

ACH Payments in Treasury Center.

Prosperity Bank’s ACH Service is available for business customers who qualify to originate ACH payment
transactions through the Treasury Center online banking platform.

ACH Payments is a service for processing electronic payments quickly and efficiently. The service provides
many flexible options for user settings based upon their role while offering multiple controls for
administrators to implement based upon company needs. Configurations and settings can differ from
company to company and user to user.

It is recommended that users and company administrators familiarize themselves with payment settings
such as entitled ACH companies, entitled SEC codes, approval limits, transaction limits, batch limits, offset
accounts, etc. before initiating a batch.

Entitled users can initiate ACH transactions by creating free form batches in which they manually key in all
required information, submitting a template where they would update the amount of the payment for
each payee, or by uploading an ACH file via file import. Files can be imported in an industry standard
format, NACHA, or in a customer defined format, such as comma separated value (CSV), fixed width, or
XML. A company can also import predefined data to generate a batch for processing. A template is helpful
for batches that are repetitive with most of the information remaining constant, such as payroll.

The ACH (Automated Clearing House) network facilitates payments to pass between depository
institutions. The ACH network electronically moves money and related payment information from any
financial institution account to another within one to two days with standard ACH processing or more
quickly using ACH Same Day processing. The National Automated Clearing House Association (NACHA)
governs the ACH network. All Companies and users originating ACH are responsible for complying with
NACHA rules.

It is strongly recommended that your company establish dual approvals for users originating payment
transactions.
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ACH Standard Entry Class Codes (SEC)

The SEC codes commonly utilized within Treasury Center are as follows. Any special SEC codes are
approved by the bank for use by the company.

Business
e CCD (Cash Concentration or Disbursement) — Transfer of funds between business accounts.
e CTX (Corporate Trade Exchange) — Transfer of funds with extended addenda supported and
between two businesses.

Individual
e PPD (Pre-arranged payment or deposit entry) — Single or recurring payment, usually as a direct
deposit or bill payment and between an individual and business.

Wire Transfers in Treasury Center
Wires that can be initiated through Treasury Center:

1. Domestic USD wire for sending US dollars to a financial institution with an ABA routing number.
USD International wire for sending US dollars to a foreign financial institution with a SWIFT Bank
Identifier Code (BIC) and

3. Foreign Exchange (FX) wire that allows the user to send foreign currency to a financial institution
outside of the United States with a SWIFT BIC.

Payment Approvals: Recommended for Treasury Center Payments

Itis strongly encouraged that all payment activities within Treasury Center be setup to require additional
approval by other user(s) within your company. Approvals can be established through the
Administration section within Treasury Center at the payment service level and can require up to two
approvals at different dollar thresholds.

When you login to Treasury Center, any outstanding approvals required are highlighted on the
dashboard. The following is displayed on the dashboard screen. The number of outstanding approvals
will be indicated next to the payment service, a user can then proceed to the approval section by
selecting the payment service requiring an approval.
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Payments in Treasury Center: Let’s Get Started

The Payments Menu covers multiple payment types and actions that can be taken to initiate payment
transactions through Treasury Center. This menu snapshot reflects the numerous options available
along with the submenus to locate where an needed action is located.

Payments

{_ ¥ PROSPERITY BANK EIEEES .
Account Information H Fayment Acthity » B - e
Svop Payments » Acoount TransTer
Payments * ATH Paymeras * B ks
Reports > W Transfers > - = s vy Wi
Administratiom ] Taxm Payments ¥ o A —
File Transfers » Fayees » e
My Settings = Bill Pay s S =

Positive Pay

Payment Activity

The first section under Payments is Payment Activity. These options allow the ability to access current
activity, future payments, payment history , recurring transfers and approvals. Users can vier a summary
of payments that have been processed on a current business day or review expired payments. A user with
the ability to approve payments will access this section to approve any outstanding payment transactions.
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Current Activity

Current activity displays all pending and complete payments to be processed. From this page the user can
view the dollar amount of all payment types and transactions, search for a specific transaction, view status,
approve, and cancel pending payments. When viewing current activity, a user can view the status of any
payments pending, and transactions completed by payment type.
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View Payment
Wire Detalls
Recurring Options
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Upon launching the current activity page, the top portion will indicate whether there are any pending
actions for the user. In addition, the user can quickly and easily navigate between current activity, future
payments and payment history. When actions who as pending, click the arrow beside the number of
pending actions, and the menu will expand to allow the user to view what action is needed.

:(-J

Recurring Tr arsfers

Current Acthvity Future Payments Payment History
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Approvals

Recurring Transfers
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Future Payments

The following calendar displays payments that have been established as future dated payments. Select
weekly or monthly to review future payments. The future payments calendar reflects all payment types
with a future date. To view details, click a specific payment to expand the details of the future payment.
From this screen a user can view the details of future payments and make updates to the payments such
as editing, cancelling or approving the future payments.

Darrcary e b L & [T -
#April 2023 =
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Payment History

Search payment history by type of payment, range of dates for search, transaction number, status, and
amount. Once a user has selected the search criteria, select the search symbol and the results will display.
An approver can approve future dated payments and conduct an ACH reversal.

Turhizcard

Payment History

search & Friet  # Dowslaad Search
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Recurring Activity

Search and review of recurring transfer activities. Search by type of payment, status, name and amount.
The user has the ability to edit activity of any recurring payment.

Becurring Transfers

Search % Prieg SeaTh -

Approvals

Approvals can be established for some, or all ACH companies and approval authority can be given to all
specifically designated users. Approvals can be set to require one or two approvers and a dollar threshold
can be set for the approval requirement. Approvals may be entitled for some or all ACH Companies so that
the user may have access to some, but not all ACH Companies. Company and user entitlements are
established through Treasury Center administration and company Administrators will assign this
responsibility within the system. The bank recommends approvals be implemented for ACH services.

When you login to Treasury Center, any outstanding approvals required are highlighted on the dashboard
as shown below. The number of outstanding approvals will be indicated next to the payment service. Users
can proceed directly to the approval section by selecting the payment service that requires an approval,
or within the Payment Activity screen.

Payment Approval and Release

This screen can be found in the Payment menu, select payment activity and then select the Approval
option. The Payment Approval and Release screen provides the ability to see the transaction status of
transactions and select a specific payment type or all payment transactions. This is available for users
entitled to approve transactions. Select all Transactions or select a specific payment type. Filter by
Transaction period or Today, All or a custom date range or sort by date, transaction number, etc.

If there are payments pending approval, select and click the Approve Button.
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The Payment Approval and Release screen in under the Payment/Payment Activity section. This is
available for users entitled to approve transactions. Available features are summarized below:

e Checkbox for bulk approval(s) Scheduled transactions can be bulk approved or released or
both at the same time.

e Filter criteria Transactions can be filtered by Today, All or Custom Date Range.

e Sorting capability Arrow symbols are used to sort based on date, transaction
number, etc.

e Transaction Status groupings A consolidated list displays transactions in the following
statuses: Pending Approval, Pending Release, or Pending
Approve and Release. Each grouping provides a list of
transactions to approve or release or both.

The Payment Approval and Release screen provides the ability to see the transaction status of
transactions and select a specific payment type or all payment transactions.

EREe 4 m R RN R

Fay'm.:nlé MI;I'-IT_I( E

Payment Approval & Release

i Vm T = b Arraan —yat b

,
SN - DOk [Teme <70 - DL [Toear 2

From this screen, select the transaction period to include the time period of your choice along with a
search and review by payment type, specific to a certain payment type or for all payment types.
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Approvals: Payment Templates

The company has the ability to establish approvals for ACH Batch/Tax templates and Wire templates.
Prosperity strongly encourages your company to add dual approval for users processing payments. The
example on the screen displays the ACH Batch Template approval. This is an example alerting what is
pending an approval.

Users are notified when payments are Pending Approval, Active, or Expired.

When a future dated payment for ACH Batch/ Tax template or Wire template is modified, a message will
display that future dated transactions using this template will be impacted. When a template in a recurring
batch is subsequently modified but not approved, a transaction(s) is created; however, the payment will
fail for the future payment associated with the template.

ACP Boaph Templale Appe el
ELH Prgrmeniy

i e
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Account Transfer

This is the screen used to initiate internal account transfers. A user can enter the From Account,
Dollar Amount, To Account, Memo, and Transfer Date. A user can add multiple accounts to
transfer to by selecting the “add” account feature. From this screen a user can also setup
recurring transfers and establish a recurring frequency. Select “notify me” to designate a
specific type of notification for the internal transfer. Once complete, click request transfer.

Dasiriooerd Recurmmg Tran sim
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Marification Options

Delivery Settings

Pamog &rvimn Erna

putmrm Bummin Ena

Carrir - Ursaiirsshal e i TR

A user will be prompted to reverify the batch prior to completing. Please enter your previously established
PIN (passcode) for secure browser users or your one-time passcode (OTP) for token users. Click submit.

Fioanre Roverify

T

ACH Payment Menu

Begin ACH processing by selecting Menu and the following options shown below. Specific options available
to a user will depend upon their individual user entitlements as established by the Company Lead

Administrator.

&k .
t : PROSPERITY BANK A X e
Dashboard Payrment Activity » Mew ACH Batch
Account Information ¥ Accaunt Transfer ACH Batch Template
Stop Payments > AcH Payments | »

Payments 3 Wire Transfers )
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Create an ACH Batch

The creation of a live batch occurs in four steps (Start, Request, Review, and Complete). These steps are
displayed at the top of the screenshot under the ACH Payments section and highlights the user’s current
status as they navigate through the process. To start an ACH payment, select either Free-Form or

Template. The system will “auto-save” a draft if unable to complete. A user can resume by selecting the
auto-saved draft.

ACH Payments -

A AU Bali ALH Batrh Terples

Mew ACH Batch

) sl

Start ACH paymend

Create an ACH Batch Using a Template

Select Template as shown below to begin the process. There is a dropdown available to select the
template name for this batch. Once a template is selected, click Next.

ACH Payements -

gy d” o i i B g

Mew ACH Batch

Start ADH paymend

v [_‘i rrmr | |
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Select from a template listed. If a template is not identified, a user will need to create as a free-form.
When selected, click Next.

Salen Termplate

" g [P AH Corpary L. L [
[ CD ]
= L] ] . LLx A
T TET e
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Select the payment date and complete other needed information for this batch. Select recurring
payment and notification options to setup a recurring payment schedule or to designate a specific form
of notification. When completed, select Request Batch.
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Review and verify the information is correct. Select the Edit button to make any changes, otherwise
click Confirm.

ACH Paypements -
New Template for Company ACH Batch
o A R tovene

ACH Batch Details

€ " e, e [ e

(= =

A user will be prompted to reverify the batch prior to completing. Please enter your previously established

PIN (passcode) for secure browser users or your one-time passcode (OTP) for token users. Click submit.

Pimare Rowver ity

Once the batch has been accepted, a transaction number is provided for the payment. An alert at the
top of the following pages signifies the acceptance of the payment. If the alert is accompanied by a
green bar the submission was successful. If the alert is accompanied by a red bar, review the alert for
instructions needed to complete the payment. If the transaction requires an additional approver, an
alert will be generated and sent to the users that have approval access for that profile.

Once the batch is accepted, there is an option to print the information from the payment and the ability
to create a new ACH batch.

® o ° o

AL H Buich [aEtais
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Create a Free Form Batch

A free form batch is building a payment from scratch from the beginning so all the information will be
entered manually. To begin, select Free Form as reflected in the screenshot below. The user will then be
prompted to make selections for the ACH Company. Select credit , debit, or include mixed. Select the
batch type from the list of eligible SEC codes based upon the transaction. Click Next.
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ACH Payments -

Notw ACH Satch ALK Barn Terg
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Enter the payment date, select the offset account, and include a company entry description. A user has
the option to save this batch as a template. In addition, a user may enter information in the Company
Discretionary Data, with the Company Entry Description field, a required field. Complete the payee section
and add a payee as needed. When all selections are made, click Request Batch.

The next step is to review the information for the requested batch to confirm the information is correct.
If changes are needed, selected cancel to delete the batch. Select Edit to make any changes to the batch.
If complete, confirm the batch and submit from processing.

* ® ® |

ALH Batch Detadls

$0.40 (2)
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Once confirmed, user will enter the PIN used for secure browser login or the one-time passcode (OTP)
from token.

Fimane Aoverify

£ rari | Hissasic |

The free form batch has been assigned a transaction number. Select print or create “new ACH batch”
as indicated on the screen below.

[~ er nbge # reroer i AIHHIOTST T RegueTt has been acotpoed as of dpe B 200K T1EEMA{DT
Comphene
ACH Batch Details
= J3EETE T £33
*TEET = DDk DO - Prospe ey Basd | F YT Z0AY
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Auto Saved Drafts to start an ACH payment

From the Start ACH payment screen a user can select Auto-Saved Drafts. This selection will display recent
free form payments in progress. A user can choose to edit a draft and create a template or delete any
that no longer needed. Upon selecting one of the free-form payments, the screen will display the auto-
saved information and a user can proceed.

Start ACH payment. ne i fedd

[ Tesgpims £ g teTplee

E FreeFoim  Eraes all W oo

'EI futcrSavediDraf.  Trase e setooeved eogare Srrts. Viou Ty thoase o ede 8 Sraft and ase [he: epiee o dedetr: orafi cht sne i iorger reedes
Fres Form Payment rdrvdam [FRD Saved oo o 5, 2003 2N
Free Formn Payrnent Bumnesy [OCD Sarepd o g 3, 3033
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Generating an ACH Reversal

The ACH Reversal service allows for the recall of funds for batches completed and processed in error.
When a batch is reversed, a debit transaction is processed for all accounts that originally received a
credit transaction and a credit transaction is processed to all accounts that originally received a debit
transaction. Tax batches, prenotes, zero-dollar transactions, and batches created for a deleted ACH
Company are not eligible for reversal. Also, reversals may not be created through Transaction Import
or SFTP services.

Reversals may be submitted for batches with a Completed status up to five business days after the
payment date. Companies with next-day or warehouse processing may only initiate reversals from
Payment History while companies with same-day processing may initiate reversals from Current
Activity or Payment History.

Please note that once a reversal has been delivered to the bank it cannot be undone. Verify funds
are in the account prior to doing a reversal.

Diashaoard Paymers Hisiory View ATR-O07STIET Request ACH Rever . X

Request ACH Reversal

Ay ]
i 04072033 s e ek aeailaple payrent dare for 8 deti narcn if ermered ooey as cutoff oo = 630 PM COT
) : :
Fequesd
ACH Batch Details
Paryral [FPD) - Denit Oinly REVERSAL
Daerred (12 345ETER] CeOT2023
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Review and confirm Details of ACH Reversal Transaction then click Confirm.

ACH Batch Detalls

One=-Time Fagmen:

Payral (PR - Dy Cinky
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Manage ACH Batch Templates

From the menu, select payment and then ACH payment and proceed with the ACH Batch Template.

L

{ YPROSPERITY BANK [ #]xuew Q @

Account Information > Payment Activity 3 Mew ACH Batch

Stop Payments »  Account Transfer ACH Batch Template

}[ ACH F.’I'fr‘l'léf‘lﬁ ] b

Batch Template Search

The following screenshot provides details of the existing company’s templates. A user can search by
template name, batch type, ACH company, payee name and payee ID. An individual template can also be
edited. If there are auto-saved drafts, they can be found on this screen and can be converted to a
template.

Danhiedrs

ACH Batch Templates

Template Detalls & Prict Reporl o fearch

Temzine hiaTs B Typ S H Comoaly Fagae lume Fapae 10
Ay I D |1 25054780 1
L WG Ted
|+ Hilka | ngdaviciiual { PR Demo {1 I3458 TN . Mar 11, 2025 12200 P COT by 7 o
EERRD il
[+ Benirann (COD Damea (E 3428 THF . Mar IT, 2020 204 P CDT by

BENDH ! Mathes

Confidential October 2024
Page | 25




{JPROSPERITY BANK
Treasury Center ACH Payment Guide

Note: From the screen about a user can “Select Create Template” to launch the screen to setup the new
template. For convenience, the “create template” function can be found on numerous pages. The process
to create a template is the same.

Create an ACH Batch Template

Choose Create a template from the previous screen when creating a template from a payee, fields will
display the information pulled from the payee’s profile and will be displayed to the user as plain text. To
ensure the template will route payments through a specific Correspondent and/or Intermediary bank, and
the banks displayed are not the desired destinations, ACH batch template screen. Start by designating the
ACH Company, Debit/Credit options or Mixed. Once assigned, Select Next to continue.

Enter details for the new template as shown below. This includes a setting to make the template
confidential. The company Lead Administrator may select to make this a confidential template. The
Administrator can assign an ACH Confidential User who is able to create a confidential batch and only
confidential users can see the amounts in that batch. A payroll file is a good example of when this feature
may be useful.
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ACH Batch Templates

A user can view ACH Batch templates and can review the batch details by clicking on the expansion
symbol next to the edit button in order to view specific batch information. The user can also select edit
to make changes to the template. If edits are made, click save template. When editing an ACH Batch
Template, a user can search for a payee, edit or create a new payee, assign confidential to the batch
and view history of the batch.
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Wire Menu

To access Wire Transfers in Treasury Center, click on the Menu at the top of the dashboard page. The
menu button is used to navigate between services and functions within Treasury Center. To access a
different section at any time, click on the Menu button.

{3PROSPERITY BANK [ #xue
Account Information > Payment Activity > New Wire Transfer
Stop Payments >  Account Transfer Manage Wire Templates
> ACH Payments >
Administration > Tax Payments >
File Transfers > Payees >
My Settings > BEPy

New Wire Transfer

Wire Transfers initiated in Treasury Center can be completed by selecting any of the following methods:

e Templates

e  Multiple templates
e Payee

o Free form

A customer can generate domestic wires or send a foreign wire in US dollars or general a Foreign
Exchange (FX) wire in Treasury Center.

The creation of an active wire occurs in four steps (Start, Request, Review, and Complete). These steps are
displayed across the top of the wire creation screen for the duration of the process, reflecting the user’s
current status toward completion.

o 2 3 4
Start F I 4

Confidential October 2024
Page | 29




{ }PROSPERITY BANK
Treasury Center ACH Payment Guide

The wire initiation screen displays the deadline for submitting wires for same day processing. The cutoff
time for Domestic and USD International wires may differ from the cutoff established for Foreign
Exchange ( FX) wires. In the event a cutoff has passed, or a user is starting a new wire after hours, an
alert will display the next available payment date.

To start a new Wire Transfer, a user can select from Free-Form, Multiple Templates, a Payee, or a
Template. Select one of the options to begin.

¥ 57 & Mot Page

Wire Transfers -

e WYier T airie Llanage #en Ter
wWire [ransfer

B sha

|e

Start wire transfer

Frea-Form khisrgis Tenplors Puag+s Temiplims

+ il e i B ¢ T G il 06 e VA N = @ [ WL

New Wire Transfer using a Template

When initiating a new wire transfer using the Template option, choose an existing template. The drop-
down menu will reflect whether the template is semi-repetitive or Repetitive wire.
Templates can be used as often as needed to save time for users initiating wire transfers.

o A semi-repetitive template will display specific fields populated with previously selected or
entered values, while other fields will be blank and awaiting user input.

o A repetitive template will display with all fields, except for the payment date, populated
with previously selected or entered values which are locked and cannot be edited.
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Continue completing the requested information for the template wire. When complete, click Request
Transfer. The user will review the information and select to cancel, edit the wire or click Confirm.

wWire Transher: Select Templaie
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As with each payment type, the user will enter their PIN/password prior to Clicking Submit.

Plerase Regesaly

Candid | SLE-RiT
L

Upon submission, the user will receive details of the wire transaction and the status bar of the progress
of the wire.

Wire |rarsler: Select Template
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Start a Wire Transfer: Multiple Templates
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Manage Wire Transfer Templates

A user can manage the Wires templates are setup in Treasury Center. Create new templates, edit or
delete existing templates, search for templates, and print a summary of any existing templates.

Bank Lookup

If the beneficiary utilizes a financial institution with an ABA routing number, locate it easily by selecting
Bank Lookup. Enter one or more values into the search fields and click Search. Only search results
matching the search criteria will display. Click the Select button beside the intended financial institution
and all required information will populate in the beneficiary bank fields on the template creation screen.

Additional Bank Information

Depending on the beneficiary bank, funds may need to be routed through a Correspondent or
Intermediary bank.
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For free form templates, enter values for these fields. Select Additional Bank Information to expand the
field and enter Correspondent and Intermediary bank information. If a value is entered for any one
Correspondent Bank field, all remaining fields must also be completed. The same is also true for
Intermediary Bank fields. Furthermore, the user may complete the Correspondent fields and not the
Intermediary, or vice versa.

If the Correspondent and/or Intermediary bank utilizes an ABA routing number, locate by selecting the
appropriate Correspondent Bank Lookup or Intermediary Bank Lookup. Enter values for one or more
fields and then click Search in the window that populates. Only results matching the search criteria will
be displayed. Click the Select button beside the intended financial institution and all information needed
for the financial institution will populate in the appropriate fields on the template creation screen.

If the Correspondent and/or Intermediary bank utilizes a financial institution that has a SWIFT BIC, or if
the user is not able to locate the correct financial institution from Bank Lookup, manually enter bank
information.

Specify the Correspondent and/or Intermediary Bank ID Type by clicking in the field and selecting the
correct option from the menu which populates. Just below that selection, type the ABA routing number
or SWIFT BIC of the financial institution in the Correspondent and/or Intermediary Bank ID field. Lastly,
enter the 18 characters or less short name used by the financial institution in the Correspondent and/or
Intermediary Bank Name field.

+ Bank Lookup |

BOETOM LA ACH, Wire
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Tax Payments

{"3 PROSPERITY BANK

Account Information

Stop Payments

Payments
Reports

Administration
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A new tax payment can be initiated from an existing template, or a free-form batch. Prior to submitting
a tax payment, the Company Administrator needs to establish a Tax Division. This is done through

Administration. After selecting the type of tax payment batch, click Next.

L et der iy

Tax Payrmants -

marve T4 Pagrrm Tas Tempes

New Tax Payment

T

Sart Tax Faymanl
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W e e
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When completing the information below, click Request batch.
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Mow Tax Payment Tax Tarmplates
MNew Tax Payment
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= dhidd Tax

Cancel Reguest Batch |

When selecting +Add Tax from the previous screen, this screen opens to allow the user to choose the
Division, Agency, and Tax Type. (As mentioned previously, the Lead Administrator for the Company
needs to setup the Tax Division prior to submitting a tax payment). When complete, click OK.
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From this screen, a user can create a template or search for an existing template. Once selected,
proceed with completing the information as presented. To use tax payment services, a user needs to

be entitled for tax payments.
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Payment Status/Notifications

The following are descriptions of payment statuses are based upon notifications established for the
user. Examples of the notifications are displayed below:

e Canceled- The payment has been terminated by a user while awaiting action or after it had been

allowed to expire.

e Completed/Delivered — The payment was successfully delivered for processing.
e Expired- The payment was not approved or was in a rejected status at the cut-off time on the day

it was sent for processing.

e Pending Approval- The payment requires that someone with approval entitlements approve the

transfer before it may be processed.

o Rejected- This payment has been reviewed by an approver and was deemed incomplete or
incorrect. The approver has rejected the payment and it has been delivered back to the user who

created the information to be edited.

e Unsuccessful- This payment was not able to be delivered to the processing center.
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Manage Payees

{ $PROSPERITY BANK | # xuen

Account Information  »  Payment Activity > Manage Payees
Stop Payments > Account Transfer New Payee
[ Payments ] > ACH Payments >

Search Payees

A payee search can be done by Display Name, Payee Type, Account Number, Payee ID, or Payee Name.
To expand the option to make a payment, click the symbol beside the make and ACH payment box. To

edit a specific payee, click the pencil symbol for the payee. The user can also search for a payee or create
a payee from this screen.

Manage Payeas

Search Payees & Frint [ + Crpate Fapee 1 TageEh - ]
Desplay Marme Fgee Type Arireset Mumoer Payes I Puryee Mame
Dzl hsme
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ot Bk i gt 118
pee b . 15, lake IIHPWLIII .

‘5. Make ACH Payment
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You can access additional filters within the Payee Search option by clicking on the drop down arrow
located on the payee search screen. Here you can update your default sort, and information included.

Search Oprions

Dispiay Marme - STy

(%} Azcending (L) Descending

Camncel A ser | Learch |

Create a New Payee

To create a new payee, enter the payee information below. After entering the payee information, the next
step is to add a payee account, select “ Add account” in this section and an additional page will open to
add specific information for the payee. After completing this information, click SAVE.

Manage Payeses Mew Payee

Create Payee

Payee Information == reguired field
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Add Account to New Payee

The following screenshot displays the screen that launches when selecting add account. You have the
option to add this payee to either ACH, Wire or both payment services.

Add Payes ACCount
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Account Informatiaon == reguiced ela
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Continue completing the information for adding the payee. The user has the option whether to add a
prenote or not. (When a prenote is created, it will display a Pending Delivery status and the zero-dollar
transaction will be sent with the next available ACH batch for processing. Once delivered, the prenote will
display an Outstanding status until the three-day trial period has expired. Once the three days has passed,
the prenote will display a Completed status and the account may be utilized for payments. If you are
unfamiliar with the Bank ID (routing and transit number), select the Bank Lookup to find the specific bank’s
information.. When setup, is completed, click Add Payee Account.
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Add A Payee when creating a new payment

When creating a new payment from a template or free form selection, a user can create a new payee. If
the payee already exists, a user can search for the payee and select from the dropdown and can choose
the account and enter the amount to be processed. If the payee is not currently set up for this batch,
new payee can be created. There is also an option on the screenshot below to exclude a payee from the

batch being created.

Payees
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The initial date displayed is the earliest payment date allowed by the system. If the system’s default date
is accepted, the payment will be processed at the next possible opportunity based upon the bank’s
processing schedule. The default payment date can be for same day if within processing times with same
day subject to additional fees. To submit a future dated payment, click the available Date field or select
the desired date from the calendar. Days grayed out represent non-processing days, weekends, bank
holidays, and may not be selected. Grayed out dates may also represent that the user has reached the
maximum number of days a payment may be made in advance. Please note that calendar days, as opposed
to business days, are utilized when setting a future date.

File Transfers

The file transfer menu provides users with the ability to upload files to complete ACH/Wires/Transfer
payments using predefined file formats. This include importing payee and template records.

i
s : PROSPERITY BANK A e
Dashboard b Bocount Transfers
Account Information * ACH
Stop Payments * wWires
Payments ¥
Reports *
Administration H
[FI|P Transfers ] *
File Import

File import allows users to upload specified files to complete ACH, Wire Transfers and Account Transfers.
Many customers have payment files outside of Treasury Center and want to automatically import the date
into the system for processing files. There are many options and formats available for file imports into
Treasury Center.

Another way to enter Account Transfers and Wire Transfers is through file transfer. EDI820, 1SO2022,
delimited, fixed width, and XML formatted files containing account information may be imported for
processing. Files are read through predefined maps.
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ACH transactions may be created through file import. The same formats as listed above are acceptable
and may be imported in the same manner as a manually created ACH batch. Files not constructed in an
industry standard format can be read through predefined maps.

Account Transfer Import

The file import menu for Account Transfers provides details of the file maps import options. Select format
and upload from this screen or select create file map to proceed with the selection of the file structure
and other specifications.

hocount Transters ACH Wires

Account Transfer Import

File Map Details % Chtar Active

Select a file map to smpart Accourt Transder trarsactions.
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File Strscture File Settings
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File Import ACH

From the file transfer menu for ACH, users can select the predefined file format to upload or create a file
map to import ACH files.

From this screen, you will also select “Edit Preferences” to assign the offset account needed for the
transaction.

Data Impeort for ALH Transachon lmipor
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File Map Details
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Edit File Preference: ACH Offset

The edit preference screen for NACHA file imports includes selecting the account to be used for the
imported file. You will select whether the file contains an offset account. If yes, select the account to be
used as the offset. If no, you will need to designate the offset account. Once completed, click SAVE.

Edit File Preferences

Edit Response Preferences

NACHA Import Preferences

4 Deo ©

Prosperity’s Routing Number is 113122655

—
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Select Account Screen for File Preferences

From the file preferences screen, you can search for accounts, by using the drop down menu to Display
Accounts or search by account numbers or account descriptions. When complete, click Add Account.
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File Import: Wires
Users can upload files for wire transfers, access the file transfer menu. You can select the type of file

map from the predefined file formats and then select Upload. You can also create a file map.
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Contact Treasury Management Support

For assistance, please contact our Treasury Management Support team at 855-888-2242,
treasurymanagement.support@prosperitybankusa.com

Confidential October 2024
Page | 48



mailto:treasurymanagement.support@prosperitybankusa.com

