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This step-by-step guide provides easy and concise instructions
for using Comerica NetVisionSM.

With Comerica NetVision you can:

» easily access previous day and intra-day account
balance information,

* quickly initiate stop payments, wire, ACH, and account
transfers, and

* conveniently retrieve statements and other bank reports

using our enhanced download feature.

All of these functions can be performed with the peace
of mind of knowing that you're working in a safe and
secure environment.
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Getting Started e sas ——

Use any PC with Microsoft® Internet Explorer
4.01 (or higher). The use of any other browser
may cause undesirable results and limits the
functionality available to you.

At the login page, enter your
e Customer ID

*  Customer Password

e UserlD

* User Password

Welcome to

Comerica NetVision R P —— =
agman — e o #oa | e
Now you're ready to get started. Simply point ony Welcome
and click on the desired option located on the |
left side navigator bar. b
Need Help? "
« Just point and click on Help for on-line
assistance.
* If you require further assistance, call our
Treasury Management Customer Service
representatives during regular business
hours. P
California (800) 639-4691 8:00 am - 5:00 pm PT
Michigan (800) 852-3649 8:30am - 5:30 pm ET
Texas (800) 688-6996 8:00 am - 5:00 pm CT
h'—‘..‘— H'ah_:' 2 - T [ I VLT ] a3 ﬁ
Logglng Out e — EE,

Logout Confirmation

Help

* Point and click on Exit, located on the left

side navigation bar.
* Click [Yes] on the Logout Confirmation

page.

Are you sure you want to log out?
N -

fi sistonce. Ok fee
Comerice NetVision (M) wersion

R Lo



Helpful Hints for Customizing Views and Reports

Customizing must be done prior to the report being generated.
» Within the Selection Criteria box, choose or define your specifications.
* Click on [Apply Selection].

To Generate a Report

» Select your report.

»  Within the Criteria box, choose or define the specifications.
* Click on [Generate Report].

To Exit from the Report Window
* Close the report window.
* To return to the prior page, close the report window.

Balance Reporting e 5

Wielcome

By selecting Prior Day or Intra-day on the left | Prior Day Account List
side navigation bar, you can easily view your | *:z 5 EAE M s | e
account balances at Comerica or other

Balances as of Close of Business: 05/17/2002

Bank Repors COMERICA
financial institutions. pascigtion | oK | 252 | roat et rom creae| it [ Closng,
g{;&lmfn gj‘;"'_ -|1,613,809.11 | 1,613,809.11 0.00 0.00
Prior Day provides summary balances on your o
accounts and is updated once each day. e | Moo oxjsmemalimens
00000010001 23999

5 5
Manulncturing Export -| 40703701 24,270.37 | 34,270.37 10,000,00
{UsD)

Intra-day provides detail balances on your
accounts and will be updated throughout the
day.

0000001000123679)
Sample Mig Detail

[Sweeep account  [Euxpory s oo
{usD)
0000010001231112
Securities Demo | Detall
lacet Expary
! (USD) 4
DL LY

25,000.00 25,000.00

.00

For Prior Day or Intra-day reports, you can view details of individual items or view formatted, full
detail reports. Just follow these steps:

B £ Yew Fpawms Teeti e ﬁ
. . . ot Dl B S S 2 B
To View Details of Individual Items | e — — : —Tpnlimy
oy Prior Day Account Detail
e Click Detail in the Link To column of the e Account List | Export | Help
desired account. g ' Debits | Credits | Account Selection Criteria
. g e . Bank Fivnuils COMERIC,
+ To see detail on a specific item, click the "™ mg;:;q;ng;g;;;;ﬁ;;;gﬂusnl
magnlfylng gIaSS. mr:":ml“‘ .ﬂlofclou:heulmss:05!1?!2002
* To return to the prior page, click the Back ; Cpssing | Toil | Toul | Closing | Closing
button on the menu bar. eeol_owzsoeeol oo
Opening | One Day | Two Day | THS20F Inopogit Tavl
+ To see these detailed transactions from a oy ] s s PR
different account or day, complete the . Wt Cowere | vowt | o | |
. . . Repo Fmaite Lime of SWEEP Credit | TOtal Debit
Account Selection Criteria box. IR [ ot | e | ke, | mamber
° i 1 X 246 1
Click on [Apply Selection]. sool  o80jx02e6%0 e
[ pp y ] Combined Report | Summary Report | Detall Report
3 9

To View Formatted, Full Detail Reports



» Select the date of the report desired or keep the default prior date.

* Click on Combined Report, Summary Report, or Detail Report as applicable. You can
customize the report as desired.

* Click on [Generate Report].

* Close the browser when finished.

* To return to the prior page, click the Back button on the menu bar.

When exporting Prior Day information, you can choose between.QIF files including Quicken®
and Microsoft® Money, CSV files such as Excel and Lotus, or BAI2 programs as your Export
Type. Simply enter a file name, choose your Export Type, then click [Export].

- e s T T ) =l
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Bank Reports B ek Raports

Bl Pn Commersial Paper Rates | US Treasury
. e Rates | Forelgn Exchange Rates | Cormrwrcial

View various bank reports online, days sooner | P et GO Rapas o Hetosan | ity
than your mailed copies, to assist you in your |... ConmercialPapesRates

COMMERCIAL 08210002 $0.32:04 Wiew Deweriosd
COMMERCIAL DSSOGOCT $0.30:39

daily operations. Only those reports you SomERCAL e waes Vo Gt

subscribe to will appear. T e
+ Click on Bank Reports on the left side memmn O —

R— Fareign
navigation bar. FoRGn oo o0 x o Do

+ Click on View if you simply want to view -
the report online. Once you have viewed | s et Dy b

the selected report, close the report o i s o

window. . ' e

* Click on Download to generated a file of your selected report.

2} Comesica NetVision (SM) - Bt osaft infer el Faplorer

1-.*.93:353_:4

4
Siop Rmbesh  Home Favcritme Hstory Mad Pt

Close browser when finished viewing regort =

ACCOUNT NUMBER 1888&123555

ftatesent Feriod
Jure 1. 1881 througn Juns 18, 2881

28859
WIDGET COMPANY
21712 SOMEWMERE ORIVE For Inquiries, write or call
SOMEPLACE, WI 489503 COMERTCA BN
PO BOX T

SBEE

DETROIT. WI 4B275-8853

(B18) S44-3955

HEARTNG THPATRED (TOD 888 8276548}
Paper Tlems Brelosed

BUSINETS CHECKLING ALGOUNT §URMART

Account Rumber TeaauiZ 55k TR/TA% 1D DP-1008688
Préviaus Accaunt Number (1) 1835678

Balance on G6/81/81 8. 1 avg Collected Balance &.88

Deposit Activity 1.137.95

Cheek Astivity B.88

Other asmitions B.83

Other Withdraials B, A39.85




Wire Transfers

You can quickly and efficiently initiate

repetitive and non-repetitive domestic and

international transfers.

* Click Wire Entry on the navigation bar
at left.

Wire Entry

* Select the desired Template ID from the
drop down menu and click [Next], or click
on the desired Template ID entry listed in
the Template chart.

» Enter the information as requested:

Future-dating Wire Transfers

For both repetitive and non-repetitive
domestic wire transfers, you can create the
transfer on the current date, but set a date in
the future for the wire to be sent to the
beneficiary.

If your template has been set up for Release
Dating, a box will appear at the top left of the
template. You can enter a date upto 5
calendar days in the future. This is the date
when your Comerica account will be debited
for the wire transfer. The Value Date (the box
above the Release Date) must always equal
the Release Date for domestic wires.

Repetitive Wire Entry
(Domestic and International)

A repetitive wire template contains information
pre-established by your company including the
beneficiary name, bank, and account and the
Comerica account that will be debited for the
wire. The amount, dates and Additional
Information are the only fields that can be
changed during the entry process. Bank to
Bank Information, if used, is also preset for
repetitive templates and cannot be changed.
Unless information already appears in this
section, data entered in the Bank to Bank
Information section will not be received by the
beneficiary.

To view the Wire Party Information that is

Fo Edt Yow Fpeoier Jook  Hob

A~ BIE: 2
o

Sop Fehmih  Home Seath  Fi

Subimit

Wire Party Information

1]

preset for a template, scroll down to the bottom of the page or click the link at the top of the

page.



After entering the amount, date, and
additional information, if any, click [Submit]
at the bottom of the page for domestic wire
transfers.

For international wire transfers, you must
complete the Exchange Rate section. To
retrieve the standard exchange rate for a
transfer in foreign currency (not USD), click
[Get Exchange Rate] and the rate will
appear in the Exchange Rate section. The
standard exchange rates are updated daily.

To use a custom rate for any foreign currency
transfer, you must have a contract on file with
Comerica’s Foreign Exchange Department.
Click [Use Custom Rate] and a box will
appear.

Enter your custom rate in this box.

For the Math Rule, click the down arrow and
highlight “Multiply”.

Enter your foreign exchange contract number
in the Deal Nbr box.

Click [Submit] when finished.

The Wire Transfer Confirmation page will
appear.

Review the Confirmation and click [Confirm].
You may otherwise select [Modify] or [Cancel]
as needed. If you click [Modify], the Wire
Transfer Entry page will appear and you can
change the appropriate fields, then click
[Submit] for the Wire Transfer Confirmation
page containing the changes.

Clarnr Binrk Datn

Other Informatien

Exchangu fate
Easchunge Fate- 100 lath Bk Mgy  Deal Mar:
Hase valld for USD w FUH for umwnt range: am o L

GelEchangeFate | Use CuseomPate |

| oomal | (o]

Cimow Bark Oots. I

Payment Meihed: FEDFUHDS
Credis Amsune: 5000

10z 1157232
MName: COMIRICA BANK CALIFCRNLA
Carrmapondant Hank

Aret Numher:

Inturmudiary Bamk




After verifying that all data entered is correct,
click [Confirm]. The Wire Entry page will
appear with the confirmation message and
transfer number for tracking the wire.

Domestic Non-repetitive Wire Entry
Enter the following information:

Credit Amount

Value Date

For domestic wires, the value date should
always equal the release date.

Release Date (if different than current date)
Beneficiary Name

Beneficiary Address (optional)
Beneficiary Account

Note: Currency Code for domestic wire
transfers should always be “USD.”
Beneficiary Bank ID (the ABA or
Routing/Transit number)

Click [Retrieve ID] and the Bank Name and
Address information will appear in the
Beneficiary Bank section. If the ID cannot be
located in the index table, a message will be
returned indicating so and you will be required
to enter that information manually. If you
entered the ID incorrectly, click [Clear Bank
Data] to erase the fields and start over.

Correspondent Bank (optional)

e M ew Fpodes Jodk oo n
s S T - TR e i CR 4 Al i
o Hal Pirt f

Boch. Fshesh  Home Sewth  Favorder  Histoy

Welcame

o Wire Entry

alance Roporing
L *** Wire transler: ETEST] succossfully added. Transfor No, COMERICA-
147

Wire Transfers

Administration

[ ]
: i P —&
Non-Repetitive Wire Transfer
Bisce Reperibg Entry
Wite Tiamder: Payment Medhad: FELFNCE
Crodin Ameumt: |40 20
Sonder
Ursaficiary
1t P
Curveney Codes [U50 5]
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Non-Repetitive Wire Transfer
Entry




If the wire transfer must be sent to a correspondent bank first, which will in turn credit the
beneficiary bank with final credit to the

beneficiary, enter the information for that bank e e
in this section. Otherwise, leave this section — iipo——tf = J2iE8 S
blank. - 1

Intermediary Bank (optional)

................

If the wire transfer must be sent to an o
intermediary bank first, which will in turn credit | i ot |
a correspondent bank with further credit to the
beneficiary bank and final credit to the
beneficiary, enter the information for that bank
in this section. Otherwise, leave this section
blank. Note: If the Intermediary Bank section
is used, the Correspondent Bank section must
also be completed.

et Prumbar

Additional Information (optional) ot |

This section may be used to communicate any e
additional information to the beneficiary. This —
section is limited to 140 characters (4 lines
with 35 characters each).

Bank to Bank Information (Not Available on
Non-repetitive Wires)

Do not enter information in this section as it is
not received by the beneficiary. Bank to Bank
information is used only with repetitive wire
transfers (see repetitive wire entry above.)

Exchange Rate (for International transfers ONLY))

Click [Submit] when finished.

The Wire Transfer Confirmation page will appear. (See repetitive entry above.)

Review the Confirmation and click [Confirm].

You may otherwise select [Modify] or [Cancel] as needed. If you click [Modify], the Wire
Transfer Entry page will appear and you can change the appropriate fields, then click [Submit]
for the Wire Transfer Confirmation page containing the changes.

After verifying that all data entered is correct, click [Confirm]. The Wire Entry page will appear
with the confirmation message and transfer number for tracking the wire.

International Non-repetitive Wire Entry

Enter the following information:



Credit Amount
The amount that will be credited in the an -
currency selected for the transfer.
Release Date (if different than current date)
Value Date

For transfers in U.S. Dollar (USD),
Mexican Peso (MXN) and Canadian Dollar
(CAD), the default Value Date is the same as ——

the Release Date. For all other foreign

currencies, the default Value Date is the next e R
business day after the Release Date. You can ey |
change the Value Date, but it must always be = = =
equal to or greater than the Release Date for
transfers in USD, MXN, and CAD or it must Lo

always be equal to or greater than the

Release Date plus one business day for transfers in all other foreign currencies.
Beneficiary Name

Beneficiary Address

Beneficiary Account

Currency Code (Click on the drop-down arrow.)

Beneficiary Bank ID (the S.W.I.F.T. ID Number)

Click [Retrieve ID] and the Bank Name and Address information will appear in the Beneficiary
Bank section. If the ID cannot be located in the index table, a message will be returned
indicating so and you will be required to enter that information manually. If you entered the ID
incorrectly, click [Clear Bank Data] to erase the fields and start over. (See additional routing
information for foreign banks at the end of this chapter.

Correspondent Bank (optional)

See instructions for domestic non-repetitive wires above.
Intermediary Bank (optional)

See instructions for domestic non-repetitive wires above.
Additional Information (optional)

See instructions for domestic non-repetitive wires above.
Bank to Bank Information (optional)

See instructions for domestic non-repetitive wires above.

Exchange Rate

To retrieve the standard exchange rate for a transfer in foreign currency (not USD), click [Get
Exchange Rate] and the rate will appear in the Exchange Rate section. The standard exchange
rates are updated daily. ot arai el Htatwitte com raastases

To use a custom rate for any foreign
currency transfer, you must have a contract ——
on file with Comerica’s Foreign Exchange i
Department. Click [Use Custom Rate] and —
a box will appear.

Enter your custom rate in this box.

For the Math Rule, click the down arrow and
highlight “Multiply”.

T [ Yo fpoiw Dokl [A]

Clar Biark Datn El

Enter your foreign exchange contract —

number in the Deal Nbr box. B DD Db (1 0 S
To determine the U.S. Dollar equivalent s | LS
amount that will be debited to your ) L .

Comerica account, multiply the exchange ——
rate by the credit amount. e
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Wire Transfer Approval

Wire Transfer Approval
hnnua Dm F;"':'.'{.'.,"" m! l At
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Release Dating ] s _

For all domestic and international repetitive
and non-repetitive wire transfers, the Release
Date is the date on which the payment
instructions you created in Comerica
NetVision are “released” to the bank’s wire
transfer system. The Release Date can be the i
current date or a date in the future. The

maximum release dating allowed is preset for each template. The default is five business days
for domestic wires and ten business days for international wires. These defaults can be
changed by a special request to your Treasury Management Administrator. All outgoing wire
transfers will debit the originating account on the Release Date.

Value Dating

For all domestic and international repetitive and non-repetitive wire transfers, the Value Date is
the date on which the funds are expected to be credited to the beneficiary. For all domestic
wire transfers, the Value Date will always be the same as the Release Date. For international
wire transfers in U.S. Dollar, Mexican Peso, or Canadian Dollar currencies, the default Value
Date is the same as the Release Date.

For all other foreign currencies, the default Value Date is the next business day after the
Release Date. There is no maximum on the number of days that an international wire transfer
can be value dated, but that number must always be equal to or greater than the default values,
depending on the foreign currency selected.

Click [Submit] when finished.

The Wire Transfer Confirmation page will appear. (See repetitive entry above.)

Review the Confirmation and click [Confirm].

You may otherwise select [Modify] or [Cancel] as needed. If you click [Modify], the Wire
Transfer Entry page will appear and you can change the appropriate fields, then click [Submit]
for the Wire Transfer Confirmation page containing the changes.

After verifying that all data entered is correct, click [Confirm]. The Wire Entry page will appear
with the confirmation message and transfer number for tracking the wire.

Wire Transfer Approval

The number of individuals required for approval in your company has been predefined in the
template parameters established during the initial setup. If a wire entry requires approval, a
message will be returned indicating the Transfer Pending Number and the number of approvals
required. A wire template can be set for zero, one, or two approvers. A wire template can also
be set up for dynamic approval (based on the dollar amount of the wire). A wire entry requiring
approval cannot be approved by the creator of the transfer. If you are authorized to approve a
wire entry, an approval pending message will be displayed when you log in to Comerica
NetVision.

To approve a wire entry:



* Click Approval.

* In the Action column, select from the drop down menu, Approve, Delete or No Action for
each wire transfer displayed.

*  Click [Submit] when completed.

To view a wire transfer before approving, click on the Trace Number and the wire transfer entry
page will appear.

From this page, you can approve the wire by clicking [Approve] or change the information in the
wire by clicking [Update]. For repetitive wires, only the amount and additional information fields
can be updated.

After updating the wire entry, click [Submit
Update].

Eunk i Bk It

Apro pdme | Dolete ==

[Eye——
[R———r)

The updated wire transfer entry page will

appear. Click [Confirm Update] to save your
changes or click [Cancel Update Confirm] to :
cancel your changes. e iy

Conken Updom Cancalipuiote Comien

Once you have confirmed your updated wire transfer, the original wire transfer is deleted and a
new wire transfer is created with your updates. Because you have created a new transfer, it will
require a approval from a second person. You cannot approve the updated wire because it has
been created by you and is essentially a new wire transfer.

10



All wire transfer approvals must be confirmed
by the approver. e ey

Wire Transfer Inquiry Detail

Once a wire transfer has been approved, it will
be reported as approved in the Messages
section of the Wire Transfer Approval page
and a Bank Transfer Number will be assigned.

If more than one approver is required for a

wire transfer, each approver must log in to Comerica NetVision and approve the wire. Wire
templates can also be set up for Dynamic
Approval (by dollar amount). Each User with
access to the template will be assigned to one T
of three levels: i Loy

2]
o (3 Yem Py fom e [A]
|

Operator: This User can only create wire
transfers, but not approve. :
Supervisor: This User can approve wires up to W —
a defined dollar limit.

Administrator: This User can approve wires up
to the maximum dollar limit of the wire
template.

Regardless of your approval level, you can not
approve wire transfers that you have created.

Wire Transfer Status and Reports

» Click on Status and Reports on the left side navigation bar.

The Wire Transfer Summary automatically
displays all wires, including those approved or e e e

e DA AEI NI DdRIBG

pending approval. e e

Wire Transfer Summary

You may select an individual trace numberto |, ...
see detail. Click the selected Trace #.

You also have the option of selecting a
Summary Report or a Detailed Report. The _
Summary Report presents limited information, | ...
such as debit/credit accounts. The Detail
Report presents additional information, such

as the credit party and who entered the transaction. The Tracking Information section will also

11



include the Bank’s internal reference number
for the transfer, the FED Reference number for | ... ——— : - ]
domestic wires, and the SWIFT Reference bt st sl i

number for international wires.

For cross-currency international wires, the
debit amount in U.S. Dollars will be reported
under the Credit Amount.

Parmens Methed: 131471
[ ——

Aubrmimbnty alien

*  Click on [Summary Report] or [Detail
Report].

* Close the browser to exit from the report
window.

Customize your report as desired (see Helpful
Hints, page 2).

Template Summary

Be (& You Froie [un He

This lets you view summary and detailed - SR S
information for the repetitive and non-repetitive |~ Wire Template
templates that you are authorized to use. icebprs -

Repatitive Wire Transfer Templates

= oo Dot compeey |

Acknowledge Rejection

» Click Ack Reject on the navigation bar - [
at left.

To view detail about a rejected transaction(s): e
* Check the box(es) corresponding to the —_— -
account number(s) to reject and click [Submit], |* ‘ Rejmiﬁm

or click on the desired Trace # in the chart.
The rejected transaction you selected to
acknowledge will now appear at the top of the
Acknowledge Rejection screen, for the
duration of this session only. omy

The reason for the rejection of the wire transfer
can be seen in the Tracking Information
section of the Wire Transfer Inquiry Detail

page. |

12



To acknowledge the rejected transfer, click
[Acknowledge Rejection]

T

ﬂ g Acknowledge Wire
I. tumcs Reparing Rejections

Wie Tramder

A 1 Tramd

50 Comorscs Heinmon F5M] - Mncronoft Intesast E npboet prermabed
B 4 Yo Froin Juh b
Advwmnl Nome ¢ cmbuie mlemabeond j‘

Acrwen Namber: | (LTS Currvacy: | Ursted States Debar
amk Shart Pasma: | COMIRICA

|
&

Confirm the Acknowledgment by clicking [Confirm] on the Acknowledge Wire Rejections

Confirmation page.

Note: Any transaction not acknowleged will
remain on your Acknowledge Rejection screen
until you select it for acknowledgment.

After acknowledging the rejection, you may
create a new corrected wire transfer entry.

B 4 Yo Frois Juh b

Acknowledge Wire Rejections
Confirmation
Wire
ety — mn
s T v,
‘:é' B
A
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Additional Routing Instructions for Banks in Selected Foreign Countries

When creating an international wire transfer, you must include additional routing information
when sending the transfer to banks in the following countries. This information can be included
in the Additional Information section or the Beneficiary Bank Address field, if space allows.

USD (U.S. Dollar) or EUR (Euro) payments sent to Australia should include a 6 digit Bank State
Branch number (BSB).

USD or EUR payments sent to Austria should include a 5 digit BLZ number.

USD or CAD (Canadian Dollar) payments sent to Canada require a transit number and branch
code or the full address of the branch.

USD or EUR payments sent to France should include a Bank Code, Agent Code, Account
Number, and Key Number.

USD or EUR payments sent to Germany should include an 8 digit BLZ number.

USD or MXN (Mexican Peso) payments sent to banks in Mexico require a 3 or 4 digit branch
number or the full address of the branch.

USD or EUR payments sent to Spain require one of three options: the IBAN, NIB, or BES
number.

USD or ZAR (South African Rand) payments sent to South Africa require a 6 digit South African
National Clearing Code.

USD or GPB (British Pound Sterling) payments sent to the United Kingdom require a 6 digit Sort
Code.

14



ACH

The ACH component enables users to create fEE=====

fo

and submit payment transactions, set up e i i T

administration and reporting parameters, and
obtain reports through the internet.

The main functions of the ACH component are
found in the tabs along the top navigation —
area. These can include: it e
+ Payments
Transfers
Other Services
Reports
Administration

i 3

For details about the ACH component please refer to your
Comerica NetVision ACH Users’ Guide.

Image Services

The Image Services component enables users to view and print paid checks, deposit tickets
and lockbox checks through the internet.

The main functions of the Image Services component include:

* Paid ltems
¢« Lockbox

For details about the Image Services component please refer to your Paid Items or Lockbox
Image Services Users’ Guide.

15



Account Transfers

Easily transfer funds between your Comerica
accounts. Transfers will be effective at the

end of the processing day.

To Initiate an Account Transfer

« Click on Entry on the left side navigation

bar.

» Select the appropriate account in the
Account From drop down menu.
» Select the appropriate account in the

Account To drop down menul.

« Enter the transfer amount in the Amount

box.
*  Click [Submit Transfer].

An Account Transfer Confirmation will appear.

- Click [OK].

Account Transfer Summary

¢ Click on Status and Reports on the left

side navigation bar.

The Account Transfer Summary lets you
instantly view a consolidated list of completed

transfers.

* Click on [Generate Report] to view a
formatted, full summary report.
* Close the browser to exit from the report

window.

Customize your report as desired (see Helpful

Hints, page 2).

Account Transfer Entry

Help

Vabue Date; 05(20/2002 v
From Aecount: [DEMD 100017000 Sarple Miy
To Account: [ETERITIEIIE
23 R

Db Tranalee

Agtaum Transfers 5 Top of Page | Help

it 3@
e 1
. (E e i e TR i T L T ) 2l
Bk Sup  Petwsh e Sewh Faastes sy i L Omzwnt P oo
[ g r—y——rer——— J #oe e

Account Transfer Confirmation

Halp

Click on OK b
Click on €

rassion of (e lolkmeiing transter
o s Account. Trassslors page.
Valise Date: 03/20/3002
From Account: [ MO- 1000135000
Sample Hig
To Acesunt: DEMO- 1000123111
Sampds Mg
Currency: LESD - Linited Statrs Dollas
Amount; 100,00

o] (]
4
Ll 3@
B £ Yew Fpawms Teeti e ﬁ
-+ (B T T [ T I e T ) s
B Fadwrh  Home  Seash Frastes e =3 s Dmzvnr gw oo
e q 0 ™
—
& Account Transfer Summary
Frrli i Selestion Criteria | Help
Account Transfers
e/ Trace # From Account/ 1n-l-ll
T — Entry Dats _[Initisted By [To Account Status
bOS/200 2002 [DEMO- 1400005 [DEMO- 1000123000 100.00{ Guiermd 1
ifzorao0s hrstis Sammote Hig -
DEMD- 1000123011
[Sample Mig.
e Bt |

Selection Criteria
Entes selection criterin 1 view sccount transters
Accountis):
36 M0 1000173006 Snuple bl
M0 A1 | Sarmple i

Oate ange: From: [ERIADE To: O Baved on Value

Date
menfdd ey mm b yvvy
Amaunt :
ot from: [ To: |
s T Oy display transters submitted by ussr: USER2
Selection
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Check Services

With Check Services you can quickly and easily inquire about a check, place a stop payment,
request a photocopy, cancel a stop payment, or verify a status report.

Click on the desired request.

Note: A)
statement periods.

B)

three previous months.

C)
ensure check is outstanding prior to

D)

Check Inquiries
e Click on Check Inquiry from the navigation
bar at left.

Enter the requested information for the
inquiry.

Click on [Submit Request].

Verify input information as displayed on the
Check Services Confirmation screen.

Click [OK] to submit or [Cancel].

Check Services Summary

To view results of inquiry, select Status and
Reports from the left side navigation bar.

* Click on [Generate Report] to view a
formatted, full summary report.

It is recommended that you print a copy of
the report.

Close the browser to exit from the report
window.

Customize your report as desired (see Helpful
Hints, page 2).

Your demand deposit account history retention includes the current and previous
If your account is reconciled by Comerica, history retention includes the current and

If your check was issued prior to the period above, check your paper statements to

inquiring through Comerica NetVision.

Always inquire on the status of a check before using Stop Payment.

ol Caphones

|| Bt Edt Yew Favoites  Toch Heo
|| emack = = - (3 (] QY| LySemch [ijfavtes  Hinimy |- bW ]

Walcome

Check Services Entry

Help

Eaer us smueh (nfrmation 8 pessile for Pus srvhes.
Whem yeu arv finished, clich n the Submit Reguest butin

@ Check Inguiry 5
Moguent Type:
Pt T O Piiangy

A ———

Check |
i

[ ]

“** For Sup Payment and Cancel Siep Only =+

Flame 01
Submi Fegquees |

Curtamer

I L

[ S et

ol Caphones

|| Bt Edt Yew Favoites  Toch Heo
|| emack = = - (3 (] QY| LySemch [ijfavtes  Hinimy |- bW ]

Welcnme

Check Services Summary

lien Criseria | Bels

Request Typelsk: 7 Cheek bnyuisy 7 Siap Py
T oy display requests submibiind by wser:
Agply Selecson I

Top of Pags | Help

[ S et
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Placing a Stop Payment, Canceling a Stop Payment or Requesting Photocopies

Once your Inquiry on the check has been made and a Status Report reviewed, you may initiate
the Stop Payment, Cancel Stop Payment, or request Photocopies by completing the appropriate
fields.

Place Stop Payment P — .
Note: The amount entered must match the — (===eaaismsams g Sosd =
check issue amount for the check to be | ... Check Services Entry
stopped.
+ Select Stop Payment from the left side

navigation bar.
* Go to Completing the Steps, below.

e Far Step Fayment Onty <=+

Cancel a Stop Payments "|J.,M,ﬂw;l
Note: The amount entered must match the . vt E— B —
amount on the Stop Payment for the submaroqumn |

stop to be canceled. oy Eatm ]
» Select Cancel Stops from the left side b i “
navigation bar.

* Go to Completing the Steps below.

For Photocopies . e — s
» Select Photocopies from the left side B SR AL IR K LK A S L lisa it
navigation bar. :IIH Check Services Entry

+  Go to Completing the Steps below.

T Check nguiry  © Step Payment ) Cancel Step Payment

Completlng the Steps e e G
Complete the appropriate fields. s B e I
+ Select [Submit Request]. i g = e Lty
* Click [OK] to submit or [Cancel] on the S e
Check Services Confirmation screen. N A
« To ensure your request has taken place, e s B s
select Status and Reports from the i | submirag |
navigation bar at left. oot : . |
+ Click on [Generate Report] to view a e S—

formatted, full summary report.
» Itis recommended that you print a copy of the report.
* Close the browser to exit from the report window.

Customize your report as desired (see Helpful Hints, page 2).
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Administration

2} Comeica RetVision {SM) . Mictosalt Inforised Eagplorer

Ty - |

Fle EM Yow Foole ook Heo | [ AQ8S 8] bio 1071500 Metion foorbn/madt cg

Administration allows select individuals inyour = = . = 9 4 & a 4 4 .

company to perform some or all administrative z
functions. Audit Criteria

Ereik Binoats

Audit

Wae

Customer 1D: WIDGET
bl User 1D: JAMES - JAMES NELSON :I

Allows the user to review the history of their
online activity. A user can only view their own

audit Modules

Check the audit messages for the following modules,

Accourd Tramslers F account Transfers Facu F audit

activity, though the “administrative user” can ot Pbaisncs Reportng B Bank Ragarss Bounpramod |
VieW a” aCtiVity_ PR F chack Senacas F user .ﬁ\ﬂn'.nl’."nl.nn. F wire Transfers
* Make your selections in each of the Audit ey T e T
. Date selection criteria will be ignored if sudit curront session is checked,
sections. ke 2 duit Curreot Session
» Click [Generate Report]. ek

Changing Your Password

S =

To keep your transactions and inquiries more |& Change Password

* Keep your password confidential. —

« Change your password every 90 days (as |~ sl -
required by the Bank), or more frequently if | == wowriia
you wish. Should your User ID remain |
inactive for a period of 120 days, it will be S
suspended. Suspended User ID’s can be
reactivated with assistance from either
your administrative user or your Treasury
Management Customer Service _ /
Administrator. :

1000 e s o At e 3

To change your password
+ Click Change Password on the left side navigation bar.
» Enter your current password in the Old Password box.
+ Enter your new password in the New Password box.
Note: Passwords must be 6 - 8 alpha and/or numeric characters, and are not case
sensitive.
* Re-enter your new password.
* Click [Change Password].

The Password Confirmation screen will appear to confirm your change was successful.
* Click [Continue].

Note: The Bank will never ask you for your password. If you think your password has
been compromised, change it immediately to protect yourself and your company.
Notify your management and contact your local Comerica Treasury Management
Customer Service area to advise them of the potential password compromise.
See Customer Services at the end of this User Guide for phone numbers.
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User Profiles

All users must be added to the system before
they can perform any activities. Comerica
creates the users; afterward, the
administrative user can build and maintain

N Comeica RetVision (SH) - Mt osall Infor st Exgbor er
Fle Edt Mew  Favoiss Took  Web | [AJESS 8] bein 10 T 15301 NetimionT fogikbin/paofles cgi

.+ .0 0 Alam B e
Sie  Fehesh  Home | Sewch Favetes Mooy | Mal P

] e

User Profiles
T

Eranik Beperts

ACH

user profiles within their organization. oo hamiers - un::::::::,mw
Uiser Cade Edit Uservame | (ORE | ML =

The administrative user can: pess e, [P P e

+ Change information about a user. [prsanae: oo gy fesgancy

* Administer a user’s password. wor  faogs - fondy

» Assign a user permission to perform
Cel"tain aCtiVitieS, MISTORM] |3 o state of michigan [11/08/2000 [11/00/2000 |1 1/08/2000)

»  Assign a user permission to access certain - - —
accounts for a specific service.

* Assign a user permission to access wire transfer templates.

* View user information.

Service assignments shows the service(s)
set up for each user.

Click a user’s Service Assignments in the
Edit column.

From here, the administrative user can edit
account and service assignments.
Click Edit.

Requests are shown checked and in red.
Click User Service Assignments.
Click [Submit].

You can view the user's Account and other
assignments by clicking on the link at the top
of the page.

2 Cometica NetVision (SM) - Bici osaft infer st Faplorer

e Edt Vew Fovolss Took  Helo | [AQAmss @] /10715300 MNefvinionT fogrbn/products coifuds ID0STIET DON0EE =] o'Go I
i e TR [ 7 I (B S
Back Siop  Aetesh  Home | Sewch Favortes  Meioy ad Pt

Welcome

User Service Assighments

Balance Reporfing

Eranik Beperts

ACH

User Code :
User Name

cINDY
cindy

Optians

Chedk Managemgnt Adm
additional keguests Admmistraton

Aedministy ation

e

2 Cometica NetVision (SM) - Bici osaft infer st Faplorer

e Edt Vew Fovoiles Took Helo | [AQOmSS @] onments cofuds 005000 DOODGH beanide PR moductaPrevicusloy =] oG I
i e e TR N 7 I R (R S
Back. Sicp  Febesh  Home | Seach Fovortes Matoy Had Pt

Welcome

Prior Day Activities

Balance Reporfing

Eranik Beperts

AcH Requests highlighted in red are assigned to :

CINDY == cindy

Wae

irstens

AssignMliRnguonts | Unsnsign AllFisquosts |

Accourd Tramsfers

Lniry

History

Aedministy ation

(@ berw
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Account Assignments

To view the user’s assignments

+ Click Account Assignments.

+ Select a bank to view and click it.

* Assign or unassign accounts as needed. |..
*  Click [Submit].

Previous Day Accounts

Medify Pravious Day Astivities | Service Assignmaents | Help

BOMO] | MARM | COMERICA | ROBA

Please select a bank to view from above. (9528)

Top of Page | Help

This shows the activities assigned to the
users. It also shows all the accounts available
to be assigned to the users. The
administrative user assigns an account by
selecting the accounts to be granted to i
the user. : :

B Comeiica RetVision {SM) . Mictoselt Inforised Eaplor er

Note: Users cannot be totally restricted from B ——

using all accounts. If no accountsare | = .=+ 9 4 &4 4@ 4 4 4 4

selected in the Assign column, the T =
system will default to reporting all :
accounts. The administrative user
must grant permission to at least one
account. To remove all accounts from
a user, the administrative user must

unassign the balance reporting option.

Clveck Serdces

Asign Al Aecounts | Unassign All Accounts |

Previous Day Balance Reperting —
Help Accounts om : COMERICA
Priar Day

Accounts i

[ Asslgnment

For Prior day and Intra day reporting and

[

17341334
DDA Acct

I'

007442508
tonst

1=

Lockbox Testing

Check Services, a user must be given o
Cambined

permission to access specific accounts. — — > -

In Bank Reports and Account Transfer, the administrative user can assign activities only.

In Wire Transfer Activities, the administrative user can assign activities and repetitive and
non-repetitive templates.

In Account Transfer, the administrative user can assign activities only.

In Additional Requests, the administrative user can assign audit activities only.
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Processing Time Lines

Information Availability

Previous Day information 7:00am ET
Intra Day information

Lockbox Summary and Detail Reporting

Michigan 10:30 am, 2:30 pm, and 5:30 pm ET
Texas 9:30 am, 1:30 pm, and 4:30 pm CT
California 10:00 am, 1:30 pm, 3:00 pm, and 4:30 pm PT
ACH 6:30 am ET
10:30 am ET
2:30 pm ET
530 pmET
Customer Initiated Payments 2:30 pm ET
Wires Incoming and outgoing wire reporting is updated

within minutes of the actual receipt of the wire
confirmation by Comerica’s Wire Department.
Updates occur Monday - Friday between

9:00 am ET and 7:00 pm ET.

Controlled Disbursement (Final) 10:00 am ET
Transaction Deadlines

Domestic Wires 5:30 pm ET (received at Comerica)
International Wires 5:30 pm ET (received at Comerica)
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Contingency Procedures

If Comerica NetVision is nonfunctional, Comerica will refer back to the Contingency
Authorization and Security Procedures that were initially established with your organization
upon setup of the Comerica NetVision service. If you have been assigned a personal
identification number (PIN) to transact wire transfers by telephone or to confirm wire transfers
sent by fax, please refer to the Global Funds Transfer User Guide for processing instructions.
Otherwise, please contact the Global Funds Transfer Department at the applicable telephone
number below, to transact your payment manually.

California Title and Escrow Customers: 888.242.0579
All other Customers: 800.643.4421

Note: If Contingency Authorization and Security Procedures are not on file at Comerica, you
will be referred back to Treasury Management's Customer Service area for assistance.

Customer Service

Telephone Inquiries

If you experience difficulties or are unable to resolve an issue with Comerica NetVision, please
call Treasury Management Customer Service:

California (800) 639-4691 8:00 am - 5:00 pm PT
Michigan (800) 852-36498:30 am - 5:30 pm ET
Texas (800) 688-69968:00 am - 5:00 pm CT

Written Inquiries

If you experience any difficulties and would like to notify us by mail, please use the following
addresses:

California Comerica Bank
MC4711
Treasury Management Customer Service
P.O. Box 2249
San Jose, CA 95109-2249

Michigan Comerica Bank
MC7612
Treasury Management Customer Service
P.O. Box 75000
Detroit, Ml 48275-7612

Texas Comerica Bank
MC6551
Treasury Management Customer Service
P.O. Box 650282
Dallas, TX 75265-0282



We listen. We understand. We make it work’

Members FDIC. Equal Opportunity Lenders.

Comerica Bank

MNA-00799
05-03

24



