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WELCOME Welcome to Business Online Banking! Whether at home
or at the office, from a mobile phone, tablet or laptop, we

TO ONLINE

strive to make your Business Online Banking experience
AND MOBILE easy and convenient. Each section provides an overview
BANKING and steps to help you during the online banking process.
If you have additional questions, contact us at (210)
736-7230.

Complete First Time Login

If you're new to Business Online Banking with Jefferson Bank, you need to
complete the enrollment process the first time you log in. Once you complete
these few quick steps, you'll be on your way to banking everywhere you go!

Go to the “Enroll Now!” link located on the Jefferson Bank Website or
use the QR Codes below to download our app for your mobile device.

Follow the easy login instructions.

rolled

= MENU Jefferson Barlk ne g? ONLINE BANKING LOGIN

Note: Confirm Jefferson Bank has your current Mobile Phone and/or
Email Address.




The eStatements feature is a great virtual filing system
for your bank statements, saving paper and space
ESTATEMENTS/ in your home or office. By storing your statements
electronically, your account information is always readily
available when you need it.

ENROLL FOR

NOTICES

Manage Enroliment: Online Services Agreement & Disclosure
For insiuctons on how to use Gick horo

Click the eStatements/ I s oot op s oo v A e domer

Swp 103

Read the eStatements/

Disclosure
Notices Agreement and .
is section relates o your Jeffers
Disclosure and click the Eveling Ol Banking oo s ety vl you oGt
Acce pt b u to n . :m:("}REEME.NT AND DISCLOfu:_E. The terms. aﬂd\wndiﬁons in this. ssun:n amt‘nyo;r

As used in this section, the terms *you" and *your"refer to each person, entity, Account owner(s),
or authorized signer(s) identified on your Account. *Account” means the account(s) you have with

us now or in the future, including i y permit you
azm
View Statements Manage Enroliment
Fornstructons on how to use Click here
View Notices Al of your account statements are . By enrolling you choose to iving paper copies in the mail.
Step 10f2
Manage Enroliment
o @ Enroll All Accounts Enroll
User's Guide 8092013 Access 8092013 [Yes
FAQ 12142012 Per Sav 12142012 [Yes

Click the Manage Enrollment tab.

Use the drop-down to select “Yes” for each account you would like
to enroll in eStatments.

Click the Next button.

Manage Enroliment: Verify Data

For instructions on how to use Click here

Please verify your preferences below. Step20f 2
8092013 Access 8092013 Oniine
12142012 Per Sav 12142012 Online

(] o]

Review the information and click the

Submit button when you are finished.




MAKE A

With the Jefferson Bank Mobile app on your Android or
iOS device, you can deposit checks into your Jefferson

MOBILE accounts by taking a photo of a check. This option is
DEPOSIT available for Companies that do not use our Remote

Deposit Capture Service.

Standard Mobile Deposit limits are set at $5,000 per day
and $25,000 per month.

Note: This feature is only available when using our
mobile app on your device.

Log in to our Jefferson Bank
Mobile app. Select the Deposit
Check tab.

Choose the account you would
like the check deposited to and
input the dollar amount of the
check.

Sign the back of the check, then
tap the corresponding buttons
to take an image of both the
front and back of the check.

To Account
1st Ckg ******0018 $645.13

Amount:
$7.00

Retake Front Retake Back

Submit Depasit

Cancel

Remote Deposit X
Deposit Check Deposit Check History
Deposit Account
>
Amount
$0.00

Daily deposit limit: $5000.00
Deposits allowed per day: 999

Verify that all four corners of
the check are visible and all
elements are legible.

Tap the Submit Deposit button
when finished.




NAVIGATE - ;
After logging in, you are taken directly to the Home

HOME page. This page is divided into three convenient sections
PAGE & to help you navigate to every feature within Business
Online Banking. Here you can view the balances in both
your linked and Jefferson accounts, see your account
CENTER summaries and more!

MESSAGE

Jefferson Bank

{7l Home Transfer Money Now
B snco (e Amtobooks! ——
= Transfer Funds v the most out of
Autobooks?
= eStatement/Notice View Actiity
Home QuieTonster D
(@)  Online Activity Center
Nickname Account
Treasury Management  ~ | ACCOUNTS & seings E
Manage Cards
() Reports "
Access Account 25 Business Checking 30 :
@ services < Available Balance Available Balance B $29.00 You may report lost/stolen or
Current Balance Current Balance $29.00 suspend your card(s) here. Simply
. select the card you wish to modify,
B3 Creditcards 4 then change the status.
@ et Test 2003 JSB Internal Checking 0002 : oo
ettings N Avallable Balance $18.92 Avallable Balance $300.13 .
Current Balance $18.92 Current Balance $300.13
()  Help/Resources v
Current Card Status
©  Locations
A
G wgor NEW GROUP
Business Checking 2002
Available Balance $56.:
Current Balance $56.48
ASSET SUMMARY A
Access Account
‘ % 56.27%
Available Balance $520.49
$925 Current Balance $20.49
Total Assets View Transactions
< Previous Next >

Note: Letters correspond to the Home Page features listed on the next
page.




NAVIGATE
HOME
PAGE &

A. The navigation bar appears in every view on the left
side of the screen. You can navigate to Business Online
Banking features by selecting the appropriate drop-
down tab.

MESSAGE B.
CENTER

Your Jefferson accounts and linked external accounts
are displayed in an account card with its balance.

C. Ifyou click an account name, you are taken to the
Account Details page. You can also click the : icon on

the right side of an account card and select View Activity
for more details.

D. The @ icon allows you to print a summary of current available funds in
your accounts.

E. You can expand or collapse account details by clicking the #\ icon.

F. Ifyou click and hold an account card, you can drag and drop it to a new
location to change the order in which your accounts appear.

G. The Quick Actions links in the top right corner let you quickly access different
Business Online Banking features.

If you have questions about your accounts, please use the Message Center
to communicate with a Jefferson Banking Specialist. From the Message
Center, your can find replies, old message or create new conversations.

Click the Message Center tab.

Click on a message to open it. Messages are displayed on the left side
of the screen.

Conversations e

Mabile Deposit Cut Off Time

Customer Service wzvie | Mobile Deposit Cut Off Time
Security Alert Notification: Forgot Pass... N N
Customer Service -Do NotReply 1012572018 [ This message should never expre S

Security Alert Notification: Forgot Pass...

Delete an
opened
message by

Customer Service 10/21/2018 - 5:28 PM

Customer Service - DoNotReply  10/25/2018

Security Alert Notification: Forgot Pass...
Customer Service - DoNotReply  10/25/2018

Security Alert Notification: Forgot Pass...
Customer Service - Do Not Reply  10/25/2018

Security Alert Notification: Forgot Pass...
Customer Service -Do Not Reply  10125/2018

Delete multiple

Good afternoon,

i istoi posi of our new cutoff time for making a
Mobile Deposit starting November 1st. You now have to 6 pm Monday through Friday to make
adeposit. This also applies to a deposit made at one of our Branch Locations. Deposits made
after 6 pm on Fridays and on the weekends will continue to post to your accout on the next
business day.

For ustomer C: at Ifyoudo
not use our . i i

Thank you.

Check the box next to “This message should never

expire” to prevent a message from being erased.

clicking the
icon or reply by
clicking the ﬁ

icon. Create a
new message
by clicking the
iconin
the top right
corner.




TRANSFERS

My Accounts/Loans
You can use the Funds Transfer feature to transfer
money between your Jefferson accounts. These

always where you need it to be.

transactions go through immediately, so your money is

You can send a one-time transfer between your
accounts. This is useful if you need to transfer funds

between savings and checking or make a loan payment.

In the Transfer

Funds tab, click My

From Account

Accounts/Loans.

Select the accounts
to transfer funds To Account

between using the ‘
“From” and “To"” drop-
downs. Amount

Enter the amount to w

transfer.

Select the the

‘ 1st of the month

V|
L B
v |
|
0.00
Frequency
%

frequency using the
drop-down.

Start Date

| 04/09/2019
‘

@ Transfers falling on a Sunday or banking holiday will be
processed the following business day.

Repeat Duration

@ Forever (Until I cancel)

() Until date (Set an end date)

Memo (optional)

| Enter letters and numbers only

Transfer Funds

To set up a recurring
transfer, follow the
steps below:

Enter a start date for
this transaction using
the calendar features.

Decide if the transfer
will repeat forever or
have an end date.

Enter a memo.

Click the Transfer
Funds button when
you are finished.




Bill Pay with Jefferson Bank allows you to stay on top of
your monthly finances. Having your bills linked to your
bank account enables you to electronically write checks
PAYMENT and send payments in one place.

BILL

After creating a payee, you can effortlessly pay a single
bill, multiple bills or schedule payments for the future.
There are two convenient places within the Bill Payment
tab to access bill payments: Quick Pay and Full Site.

In the Bill Payment tab, click Quick Pay.

Choose the account from the “Pay from” drop-down
menus.

Enter amounts for each bill.

Select the dates to pay bills using the calendar.

Click the Review Payments button.

Payee Pay from Amount Date

Brian : { Direct Pay Checking: . ¢] $0.00 | | Select Date 1]
NOVEC VA \ Direct Pay Checking: _ s $0.00 | | Select Date (3
Last Paid: $26.83 on 6/14/2017

Washington Gas
Last Paid: $105.00 on 5/23/2017 L

$0.00 | | Select Date i}

Total for 0 payments: $0.00

o |

Direct Pay Checking:

Review payments

Payee Pay from Amount Date
Brian Direct Pay Checking: $0.10 972972017
NOVEC VA Direct Pay Checking: $0.01 972072017

Washington Gas Direct Pay Checking: $0.10 9/29/2017

Total for 3 payments: $0.21 Edit Payments.

Review your payment information and click the Submit

Payments button when you are finished.




Autobooks allows you to accept customer payments
through the ability to create invoices (both one-time and
AUTOBOOKS recurring) to send to your business’ customers via email.
These invoices can then be paid either electronically
with a credit or debit card, or by an ACH (bank account
transfer) payment. You also have the option to accept
payments using a payment form. Payment Form is a link

you can share with your customers anywhere to let them
pay electronically — directly into your bank account. For More Information
and to take a test drive, scan the QR code below using your mobile phone
camera app.

When you navigate to the Autobooks tab in your Treasury Management
menu, you will be provided with information that explains what Autobooks is,
are prompted start your free trial.

After accepting your trial with Autobooks and submitted your billing
information, you'll be taken to the welcome page. Once there, you'll be
directed through three onboarding screens and prompted to enter your
personal and business information to create your Autobooks account. Note:
this information may be pre-populated.

Invoices  Estimates  Customers Payments Products/Services Invoice Settings

New invoice

In the Treasury Management tab, click Autobooks.
Click the Invoicing tab.

Click the +New Invoice button.




Due date*

Make i
03/16/2021 o) ‘ D Make recurring

Customer * ‘

ay Prces— _ Amount -
1 ‘ | $0.00 ‘ $0.00

AUTOBOOKS ‘ Product/Service *

Description ‘ o Apply 10.00% sales
tax

@ Addline item $0.00

/' Editsales tax

Message

Fill out the appropriate information for the new invoice. Please note

that fields marked with a red asterisk* are required.

Customer: This is the person or business that you would like to send this
invoice to. Clicking this field will bring up a drop-down menu where you can
search for the appropriate customer to bill. If the customer in question has
not yet been added into your business’ Autobooks account, you can do so by
clicking the “+ New customer” option from this menu.

Due Date: This is the date that payment to this invoice from your customer is
due.

Product/Service: This is the product your business is selling or the service
your business is providing as part of this invoice. By default, only one
product/service will be available for your business. You can add additional
products/services that are specific for your business by clicking the “+ New
product” option from this drop-down menu.

Quantity (Qty): This field is for showing the number of products this invoice
is for, or the amount of service provided.

Price: This field is where you can enter in the amount of the Product/Service
you are providing.

Description (optional): If you need to add in more details about a specific
Product/Service, you can do so in this field.

“+Add line item” (optional): If there is a second (or third, or fourth, or...)
Product or Service that you need to add to this invoice, you can insert a new
line item by clicking this button.

Message (optional): If there is anything else that you would like to relay to
the customer receiving this invoice, you can add longer messages in this field.
11



Invoice

Preview invoice
AUTOBOOKS Autobooks - Business Name
586-350-7233 Save invoice as draft
implementationteam@autobooks.co

Save to list

Due date*

M .
Customer * ‘ "03/16/2021 & ‘ _JD Make recurring
ay* Price * Amount
{ Product/Service * J [1 (so.oo ’730 00 —‘
Description ‘ u) Apply 10.00% sales

tax

_Total

@ Addline item [ $0.00

# Editsales tax

After you have filled in the necessary information above, you will
need to take one of the following steps to finish the invoice creation
process:

* Click the Send Invoice button to email this invoice to the
customer in question. Please note that if the customer in
question does not have an email address on file, you will be
prompted to enter one before you can send out this invoice.

Click the “Preview Invoice” link to see what your customer will
see when receiving this invoice.

Click the “Save invoice as draft” link to save this invoice in a draft
state, which will allow you to come back and edit this draft later.

Click the “Save to list” link to fully create this invoice, but not
send it out via email to the customer in question.

Note: Once an invoice is fully created (either sent through the Send
Invoice button or the “Save to list” link), it cannot be edited. If you need
to change an invoice after it has been sent or saved to the invoice list,
you can easily copy this invoice from the Invoice List page and then make
the necessary changes.

12



m Apple Watch
Apple Watch | E-

With the convenience of the Apple Watch feature, you
can now check your balances and recent transactions
faster than ever.

Activate the Apple Watch feature in your mobile banking
app using your smart phone or tablet.

Login to Jefferson Mobile Banking app and
tap the Menu button.

In the Settings tab, tap Apple Watch.

Toggle the Apple Watch switch from “Off” to

uon "

Install the Apple Watch App from your
iPhone's Watch App or within the Apple
Watch App Store.

When you activate the Apple Watch feature, you can view your first ten
accounts on the Account Summary page, balances and transactions with a

few taps.

12:37

Regular Savings

$6,144.94

$895.51

$189.97

Swipe left and right to view different
account balances.

Swipe up and down to scroll through
the transactions list.

Tap the Back button to return to
your account list.
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In our Card Services feature, you can manage your Debit
SERVICES Card if any of your cards are lost or misplaced. No need
to worry, just sign into Jefferson Business Online Banking
and activate or deactivate any cards that are lost or
found.

Manage your subscription to Autobooks and any future add ons that
Jefferson offers through your Business Online Banking.

If you're ever worried about a pending written check, you can initiate a stop
payment request to prevent that check from payment. Once approved, the
stop payment remains in effect for 6 months.

The Home page and your accounts should appear in a way that is fitting for
you. The names of accounts, order in which they appear on the Home page,
order of account groups and names of account groups can be changed in
Account Preferences to suit your needs.

We take security very seriously at Jefferson. Business Online and Mobile
Banking feature various tools to help you better protect your account
information. You can add and manage these features in Security Preferences
to strengthen your Business Online Banking experience.

Having peace of mind is critical when it comes to your Business Online
Banking experience. When you create an Alert through Business Online
Banking, you specify the conditions that trigger that alert, so you stay on top
of what's important to you.



CREDIT

CARDS much more.

In the Credit Cards tab, click
Credit Card Login.

Click the “Login” link.

From here, you can manage your account, make
payments, redeem rewards, review your statement and

Forgot Your User Name or Password?
1 you can't remember your user name of password, you
¥

Access Your Account SignIn
have registered.

e —
If you have any problems accessing the online account
service, please contact the customer service number L
located on the back of your card. +

o] o 1

Welcome to Your Card Service Center Cardholder Benefits

statement and much e Sl cic below o getsred:

credit card number.

Security 3

Register Now
¥

encrypted to ensure your privacy and securiy.

e —
D —

o =

Enter your user name and

password.

Click the Submit button.

In the Credit Cards tab, click Apply - Business.

Fill our the Business Credit Card Application.

Business Credit Card Application

Important information about procedures for opening an account:

identifies each person who opens an account.

see your driver's license or other identifying documents.

569120, Dallas, TX 75356-9120.

Card Selection

To help the government fight the funding of terrorism and money laundering activities, Federal law requires all financial institutions to obtain, verify, and record information that

‘What this means for you: When you open an account, we will ask for your name, address, date of birth, and other information that will allow us to identify you. We may also ask to

Married WI Residents: If you are applying for an individual account or a joint account with someone other than your spouse, and your spouse aiso lives in Wisconsin, combine your
financial information with your spouse's financial information. You understand that we may be required to notify your spouse of this account. Married Wisconsin residents must
furnish their (the applicant's) name and social security number as well as the name and address of their spouse to TIB-The Independent BankersBank, N.A. at PO. Box

Card Selection: -~ v
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