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GETTING STARTED

MUFG Exchange is a single sign-on gateway to all online services. MUFG Exchange is
designed to enable easy and fast navigation between services.

Access MUFG Exchange using the following link: https://sso.mufgbank.com

At the Sign On page enter User ID and passcode.

© From the Menu Bar, click on each category to view the products and services found within
that category. This will only show the products and services you have entitlements for.

O Alerts & Notifications icons:

« Bell icon: Alert Center, view recent alerts and link to alert history and setup.
» Envelope icon: Secure Message Center.
« Flag icon: Important service announcements.

© Additional Navigation Options

« People Icon: B ~dministration functions.
« Profile icon: Select personal preferences such as Add Widget and language setting.
« Search/Look Up icon: @

O Action Items widget displays all items that are pending review and/or approval. Clicking
on the down arrow will display actions needed. The minus (-) sign allows this widget to be
minimized.

O Favorite Templates widget gives quick access to selected payment templates. Selecting
the pencil icon, the Available and Favorite templates screen will display. Select an Available
Template or add/delete Favorite templates for display on the Dashboard. The minus (-) sign
allows this widget to be minimized.

O Balances widget offers different displays of balances. Options to display balances in a
Pie Chart, Bar Chart or No Chart are available and can display these for Prior Day Closing
Ledger or Current Day Available. Selecting the pencil icon within the Balances widget shows
Available and Favorite Accounts to be displayed on your dashboard. Options available to
change the account order, and add/delete Favorite Accounts to the dashboard.

(7] Print/Export feature is available within this widget.

O Favorite Reports widget allows quick access to up to 20 combinations of reports and
formats. These reports can be run directly from the dashboard without additional navigation.

(O MUFG MUFG Exchange

Payments & Transfers  Receivables Reports  Liquidiy ~ Ofher

# Marketing
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Payment Center

Payment Center starts with a consolidated Payments List, with all your company’s payments,
completed, in-progress, and upcoming. Different customizable views allow you to quickly see
just those payments you are interested in. The Payment Center is located on the Payments &
Transfers drop-down menu.

© AddaNew Payment: This link allows you to select a payment type or a payment template.

- If Payment Type is selected a drop-down menu will display all the different types of
payments the User can create.

- If Payment Template is selected, a drop-down menu will display all the different payment
templates the User has access to.

List View Menu: This drop-down menu has multiple pre-defined views to

display information.

List View Options: This icon ¥ allows you to select which fields to display in the table.

(2
(3
O Print: This iconﬁprovides formatted PDF reports for printing or saving.
(5) Export: This icon[3 allows data to be downloaded to a file.

(6

Refresh: This icon & will refresh the screen with the most up to date information.

Payment Center Add Widget v I
Payments List View -3
Max display of info: 90 days (@ @ @ @

@Add aNew Payment (3 Quick Entry (@ File Import B [ O 1002212020 08:42 AM
Select fields - @ Upcoming Payments  +
Filter %} Jpeoming Payr
[ An Actions From Account Beneficiary Amount Value Date Status. Payment Type Approval Cutoff @ oy
[m} View - 1 @ client 2 12,521.00 1012212020 Entered \Wire - Domestic 10/22/2020 17:30 EDT
O View MCNAB INDUSTRIES 1,000.00 1072212020 Test Entered Corporate/Vendor Payments 1072472020 21:00 EDT
a View ~ MCNAB INDUSTRIES 1,000.00 10/2212020 Test Entered NACHA File Import 10/22/2020 21:00 EDT
m View ¥ MCNAB INDUSTRIES 1,000.00 10/2212020 Test Entered. NACHA File Import 10/22/2020 21:00 EDT
[m} View ‘SMITH INDUSTRIES 1,000.00 1012212020 Deleted NACHA File Import
m| View ~ Eguestrian 1.258.00 10/26/2020 Approved Corporate Collections
[n] View ~ MuLT! 190.000.00 1072612020 Approved Corporate/Vendor Payments
m View ~ MuLTI MULTI 1,000.00 1073012020 Approved NACHA Pass Through
[m] View ~ SMITH INDUSTRIES 1,000.00 10/3012020 Approved NACHA File Import
Viewing 1-9 of 9 records Disu\avuernaae FageE]nf
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Customizing Views

Much of the power of MUFG Exchange comes from your ability to customize most every
display of information to meet your exact needs. The same controls are used throughout the
system, so it is very useful to understand how these controls work.

You can save a view with any combination of settings for easy access later. Select any saved
view as your default view that will appear any time you come to the page.

Filters: Set any number of filters in the dropdown list to limit the data displayed in the grid.
Print: This icon &= provides formatted PDF reports for printing or saving.

Export: This icon[3 allows data to be downloaded to a file.

List View Options: Dropdown menu of available pre-set filters such as All Accounts and All
ltems Pending Approval.

® 60000

Display and Sorting: Click and drag the column heading to rearrange how they display
within the table. To sort any of the data within a column, click on the column name.

O List View Display: This icon ¥ allows you to select the number of rows you would like to
display in the table.

: | Select fields - @) mascoums -
Fitter
@Dmum Nu... @ Controlled Disbursements Presentm... ®AmnlmlName ®Clnsin Le... ®0peninu Le... @ Current Le... @Enrmm Avail... @Bahnml\s OF g
1111111 General Account 81,279.43 81,279.43 81,279.43 10898875 1012112020 16:30:05
111111113 Receivables Account 325371 325371 325371 139,281.05 1012112020 16:30:05
1111417 Operating Account 60,358 11 60,358.11 60,358.11 51,28471 1012112020 16:30:05
NH111118 Payroll Account 2534338 25343.38 25,343.88 2534338 10/05/2020 17:33:38
2222292222 Receivables Account 72,400.01 72,400.01 72,400.01 139,189.14 1012112020 16:30:05
3333333333 Vendor Account 72,702.13 72,702.13 72,702.13 145,501.04 10/21/2020 16:30:05
Viewing 1-6 of 6 records @ Display| 50 ~ |perpage = Page| 1 ~ |of

Creating New Payments

Create the following types of payments by selecting the Add a New Payment link to create a
payment or use an existing template.

« Creating Domestic Wire Payments and Templates

- Creating International Wire Payments and Templates

- Creating International Wire payments with foreign exchange

« Creating ACH Payments and Templates

« Import Payments from a File

 Import Templates from a File
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Create an International Wire Payment

An International Wire payment creates an electronic funds transfer between a payer and payee
who are in two different countries. To create an International Wire payment:

O select Payment Center from the Payments & Transfers drop-down menu.

(.) MUFG ‘ MUFG Exchange

A Payments & Transfers Reporis

Check Inguiry @ Payment Center

Actior Stop Payments Transfers Management

O Click the Add a New Payment link.

Payment Center

Payments List View

Max display of info: 90 days (@)

@Add a New Payment (% Quick Entry (&) File Import

| select fields -
Filter

Add Payment

® Select a Payment Type @ | Select a Payment Type

O Select a Payment Template @ ‘
Corporate/Vendor Payments
Drawdown

m Federal Tax Wire

International ACH Transaction

Payroll
Tax Payments

Wire - Domestic

Wire - Domestic Multi Entry

Wire - International

O Ciick Continue.

Add Payment

® Select a Payment Type Wire - International

O Select a Payment Template

o CONTINUE CANCEL

© Use the Selecta Payment Type drop-down menu to select Wire - International or use the
Select a Payment Template drop-down menu to select an existing template.
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© Use the Account Number drop-down to select the account to be debited.
- All required fields are marked with an asterisk. (*)
- Internal Comments will be stored with the transaction but will not be sent with
the payment.

Originator Information
* Account Number @ Q Customer Reference Internal Comment
Stored with the transacfion,but not forwarded with the payment
O In the Name field select a payee by clicking the lookup icon and then selecting one from the

list or enter the Beneficiary name. If you select an entry from the beneficiary address book,
some of the remaining fields will be automatically populated.

Enter the Beneficiary Address, Country and City if it was not automatically populated.
Select Account Type from the drop-down menu.

Enter the Beneficiary’s Account Number.

Select the Bank Code Type from the drop-down menu.

If not pre-populated, select the Bank Code from the drop-down menu or select the
lookup icon.

Select a Value Date. The cutoff time will display by which the payment has to be approved.

Select the Charges drop-down to determine how any charges accruing from the transaction
will be handled.

Select the Enter Amount in drop-down, for multi-currency payments.

Enter either the Credit Amount or Debit Amount and select the currency type from the
drop-down menu.

® 66 66 66000

The indicative rate and contra-amount are retrieved in real time and display on the screen.
If this is a multi-currency payment, you can enter the ID of an exchange rate contact
associated with the transaction.

@ cClick Add Contact ID link and in the pop-up window, enter the Contract ID and Exchange
Rate, and click Save, if applicable.

Beneficiary Information
* Name @ Q @ Address Line 1 (Required for some Bank Codes) Address Line 2
Test 123 Test Lane
When Address information is entered, Country and City are expected
= Country @ * Gity @
FRANCE x v Paris
Full beneficiary name (na initials) and physical address (no PO Boxes) is required
* Account Type * Account Number @ * Bank Code Type * Bank Code @ Q
IBAN X v SE1234567891234 SWIFT X v BCAIAEAASQ2 - BANQ.. A
BANQUE MISR
DANA BUILDING
KHALIFA STREET
ABUDHABI
Date & Amount
* Value Date @ Charges @ Enter Amount in g * Credit Amount @ Debit Amount
12/22/2020 Shared %« | CreditCurency .| 50,00000 | AED 1362398 | USD
Paymane muse s ageroved oy Indicative Rate 3.67000000
16/02/26:X 17 30 EET Add Contract ID @
For Wires invelving foreign exchange, the displayed rate is an indication of value
The actual rate will be established at the time of currency purchase
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® Expand the Additional Information sections as needed.

- Intermediary Bank information is required when initiating an international freeform wire.

- Reason for Payment is required under the Payment Details section for certain countries.

These details will accompany the payment.

Additional Information

> Intermediary Bank

~ Payment Details

Line 1 Line 2

Line 3 Line 4

> Bank-To-Bank Instructions

> Originator Details

® Select the Save this payment as a template for future use checkbox to save this
payment as a template. Enter a Template Code (a descriptive name for the template) and
Template Description.

Y Select the Restrict checkbox to have the template visible only to users who are explicitly
entitled to it.

@ Click Submit to submit the payment.

« After clicking Submit, a message will display indicating if the payment was submitted
successfully or if there are any errors.
- Payments must be approved by a secondary user before sent to the beneficiary.

@ ¥ Save this payment as a lemplate for future use (D)

Template Code Template Description

@ B Restrict

@) susmir SAVE FOR LATER
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Create an ACH Payment

ACH (Automated Clearing House) payments allow the User to disburse or collect

funds electronically.

O select Payment Center from the Payments & Transfers drop-down menu.

(.) MUFG ‘ MUFG Exchange

A Payments & Transfers Reporls

Check Inquiry @ Payment Center

Actior Stop Payments Transfers Management

O Click Add a New Payment link.

Payment Center

Payments List View

Max display of info: 90 days (@

@Add a New Payment (¥ Quick Entry (& File Import

) [ Select fields -
Filter

© Use the Select a Payment Type drop-down menu to select an ACH payment type or use
the Select a Payment Template drop-down menu to select an existing template.

Add Payment

® Selecta Payment Type @ ‘ Select a Payment Type é

Q

O select a Payment Template
Ghild Support Payments

Consumer Collections

CONTINUE Consumer Payments

Corporate Collections

Corporate Trade Exchange

Corporate/Vendor
Payments

Drawdown

Federal Tax Wire

O Click Continue.

Add Payment

@ Select a Payment Type Corporate/Vendor Payments

O Select a Payment Template

o CONTINUE CANCEL
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Select Originator ID from the drop-down menui.
Enter the Value Date.

00

Select the Make this a Same Day Payment check box, if applicable.

- All required fields are marked with an asterisk. (*)

- The Value Date can be changed by using the calendar icon.

- The Internal Comments are stored with the transaction, but not forwarded with
the payment.

Criginator Information

* Originator ID @ * Value Date @ @

Sample Company A-1234567890 x v 01/06/2021 (2| O Mske this a Same Day Payment

No Balance Available

e ap

Batch Description Company Discretionary Data Descriptive Date Internal Comments

CORP PAY P

Stored wilh the transaction, but not forwarded with the payment

© Enter the Beneficiary Name.
© Select the Bank Code from the drop-down menu or use the lookup icon. The Bank
information will display.

@ Enter the Beneficiary Account Number.
@ Select the Account Type from the drop-down menu.

® Enter the Amount of the payment.
Note: All other fields are optional.

Beneficiary Information

* Name Q * Bank Code @ Q * Account Number * Account Type @ * Amount @
Test 011000015 - FEDERAL. .  ~ 12345678 Checking x v 10,000.00] usD
FEDERAL RESERVE BANK
1000 PEACHTREE ST N.E.
ATLANTA, GA
11} Discretionary Data

[ Create Prenote  [] Hold [ Zero Dollar Live Entry

Addenda Format

—Select—-

Internal Comment

Stored with the transaction, but not forwarded with the payment

> Beneficiary Exclusion Dates

ADD ANOTHER BENEFICIARY Clear Beneficiary Info

® Select the Save this payment as a template for future use checkbox to save this payment
as a template. Template Code (a descriptive name for the template) and Template
Description are required fields.

@ Select Restrict checkbox to have the template visible only to users who are explicitly entitled to it.

® Click Submit to submit the payment. Payments must be approved by a secondary user
before sent to the beneficiary. After the payment is submitted or saved for later, a message
will appear at the top of the screen indicating whether the payment was submitted or saved
successfully or if the payment has any errors.

@ i Save this payment as a template for future use (@)

Template Code Template Description

@ B Restrict

O svemr SAVE FOR LATER
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Stop Payments

The Stop Payment functionality is located under the Payments & Transfers menu. It allows for
Stop Payments to be placed for a single item or a range of items. To place a Stop Payment on
a check:

O sclect Stop Payments from the Payments & Transfers drop-down menu.

(.) MUFG ‘ MUFG Exchange

N Payments & Transfers Reports

Check Inquiry Payment Center

Actior Stop Payments (1) Transfers Management

O Click Add New Stop Request link. The Stop Payment Request screen displays.

Stop Payments

Stop Payments Imported Files

(® Add New Stop Request () Add Cancel Stop Request () Import Stop Payments

Select the From Account from the drop-down menu.
Enter the Serial Number of the check you want to stop payment on. OR

00

Click Range to place stop payments on a range of checks using the To and From fields.
When a check range is entered, the Payee Name, Amount, and Date fields will be unavailable
for modification.

Select the Stop Duration from the drop-down menu.

Enter the Amount of the check.

Note: All other fields are optional.

© 00

Click Add to add another stop payment.
O Click Save.

Total Stop Requests
Stop Payments
< p Fayl 1

Stop Type [ Check

@——B—6)
] &) &) ©)
* From Account @ Q * Serial Number Range * Stop Duration
. —Select—
Payee Name Mema * Amount @ Date Stop Reason

= —Select- « | Clear

1 Total Stop Requests

© s CANCEL
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Check Inquiry

The check inquiry function retrieves information about checks from the bank system.
Depending on the status of a check you inquire about, you can carry out various actions on
those checks. To perform a check inquiry:

O Ssclect Check Inquiry from the Payments & Transfers drop-down menu. The Check Inquiry
screen will display.

(.) MUFG ‘ MUFG Exchange

e} Payments & Transfers Reporis

@ Check Inquiry Payment Center

Actior Stop Payments Transfers Management

O select Check Inquiry Type from the drop-down menu.
© Select the Account Number from the drop-down menu.
O Ssclect at least one of the additional fields, Serial Number, Amount or Paid Date.

© Click Search.
Note: The results of your inquiry appear at the bottom of the screen. The list contains

checks that match your filter criteria.

* Select Check Inquiry Type @

Checks Paid Inquiry -

Inquiry Criteria
You must provide criteria for one other field in addition to the Account Number.

* Account Number @

General Account - 1111111111 - MUFGNY - MUFG Bank N v

Serial Numhzr@

is equal to v

Amount @

is equal to v

Paid Date @
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Reporting

The primary reporting for your accounts is accessed through the Reports tab on the menu bar
by selecting Balance and Transaction Reporting. Other options listed under Reports tab include
eStatements, Legacy Reports, Wire Transaction Report, Downloads and Report Management.

Balance and Transaction Reporting
Balance and Transaction Reporting contains the primary account information. There are several

tabs across the top of the screen:
© Al Accounts: Displays current day reporting.
© current Day Cash: Summary current day data with transaction counts by type.

© Account Groups: Fach User can create Account Groups from the list of Accounts they can
access.

O custom Reporting: Create reports that show data meeting a range of criteria defined by
you.

© Transaction Search: Search for transactions based on a range of criteria.

O Refresh Balances: If you have access to the update balance function, you can update
balances by clicking the Refresh Balances link.

©) ® @ ®

Current Day Cash  AccountGroups ~ Custom Reporting  Transaction Search

Account Summary

All Accounts

@ Refresh Balances 10/08/20%X 12:14 P

a0

Fiter | Select fields .

Account Num._.

Al Accounts v

Account Name Account Type Closing Led.. Opening Led... CurrentLed... Opening Available Current Available Baiggcs

g General Account Demand Depost 223681 4228881 4228881 10408218 10408218 122220

mnmns Recaivanies ... 'Demand Depost 13110 ©0,131.10 0,131.10 a0,701.62 a0,70162 122220

mnmng Operaiing Acs Demand Depost 5715424 5715424 5715424 10827514 10827514 122220

e Payroll Acoourt 'Demand Depost 25,3388 2534288 2534238 2534358 2534258 100820

2022222022 Receivables A Demand Depost 56,1527 5615527 5615527 10078088 10078088 122220

s3zazazas: Vendor Account. 'Demand Depost 2757208 3757208 a7,572.08 13022800 13022800 122220

L |

»

‘Viewing 1-8 of 8 records
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Current Day Cash
Current Day Cash is a summary report with current balances, total amounts and counts of
transactions by type. This report also allows you to drill down to see transactions.

© Balance Summary: The total count of Debit/Credit, Ledger and Available balance for all
accounts the User has access to.

Transaction Summary: Current day summary counts and amounts by transaction type.
Transaction Types: Links to display current day transactions by specific transaction type.

Account List View: Full list of current account balances. Click the account number to
display all transactions for the specific account.

Print icon: Allows the report to be printed.

©0 06000

Download icon: Allows the reporting information to be downloaded.

Account Summary 2
All Accounts Current Day Cash Account Groups Custom Reporting Transaction Search
@ @ Refresh Accounts
Balance Summary Transaction Summary
*The totals shown reflect the subse! of lems displayed in the current view, *The totals shown reflect the subset of items displayed in the current vier.
Opening Baisnoe 26754455 55342180
ot Craats o 000 000 Thare 2o zertant
Totsl Detits o 000 000
Current Bslance 267,644 58 563,42180
an
Fiter | Selestficlés -
REET, s OpeninglLed.. | Opening Avail... Creatc... Creaits | b DetitCo.. De.. CumentLe.. Cunen. Bsbipct
1t GenerslAccourt 22801 10400210 o 000 o 000 22801 104002 2z
O e mam T Do Do com wom
1T Gpersting Accourt 745424 10827544 o 000 o 000 s34 e o2zt
Tt Payral dccount 34288 234288 o 000 o 000 a8 e f00s
e [ — ss.15527 10078088 o 000 o 000 swszr w0070 o2zt
s [ p— ms7208 122808 o 000 o 000 wa0s  1m2m 122220
« »
Viewing 16 o6 records Oisplay| 50 |perpuce < Paze 1 4 |or

The Account Groups feature allows you to logically organize bank accounts into groups. This
feature allows you to view data for related accounts quickly and easily. To add an account

group:

© sclect Balance and Transaction Reporting from the Reports drop-down menu.
© Click Account Groups tab.

© Click Create Account Groups or the Edit link next to Deposit Account Groups.

Account Summary #
All Accounts  CurrentDay Cash  Account Groups  Custom Reporting  Transaction Search
//Success.

Deposit Account Groups  Edit @ Refresh Balances 1012212020 04:26 PM

Account View:  Deposit Accounts
Want to Create Account Groups?

Acsount Groups allow you te view your accounts and accounts' balances in defined groups.

To create account groups and assign acceunts fo those groups, simply select the Create
Account Groups bution befow,

CREATE ACCOUNT GROUPS
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O Click Add Group above the Account Groups pane.
O In the New Group box enter the name of the group you want to add.
O select the group name from the Select Group drop-down menu.

O Inthe left pane, check the Accounts to include in the group.

O Click Move Selected Accounts. The accounts will appear in the right pane.

6 accounts )} Account Group @ @ Add Group

General Account 5 |New Group 01 X

o Acg 1111111111

7)

Receivables Account
o ActE 1111111113

Operating Account
o Act 1111111147

o AcEF 1111111118

Payroll Account ‘

‘ Receivables Account

©]

Select Group [3» Move Selected Accounts

SAVE

O Click Save. The Account Groups screen will display the account groups. Accounts can be

assigned to multiple groups.

6 accounts ]}  Account Group (%) Add Group
0 General Account 1 Group(s)
Act® 1111111111
Receivables Account General Account e
O Act? 1111111113 Actt 1111111111
., Operating Account 1 Group(s) ‘Operating Account %
Act# 1111111117 Actt 1111111117
Payroll Account
o Act? 1111111118
Receivables Account
o Actg 2222222322
Vendor Account
a Act# 3333333333
Select Group v [ Move Selected Accounts
SAVE
AllAccounts  CurrentDay Cash  AccountGroups  Custom Reporting  Transaction Search
Deposit Account Groups  Edit Refresh Balances  10/23/2020 12:55 PM
Account View: Deposit Accounts
&n
o
Fitter
Account Number Aceount Nama Closing Ledger Opening Ledger i ™
T Ganerst Account 205%.13 2050013 200%0.13 14448055 107232020 10:0048
T Oparating Acoount 1013087 w1087 1013087 9108 10232020 100040
. o - [
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Custom Reporting

The Custom Reporting feature gives you the ability to create new reports, save a report and
retrieve saved reports.

© sclect Balance and Transaction Reporting from the Reports drop-down menu.

© Click Custom Reporting tab.

© saved Report Criteria: Select the saved report from the drop-down list. Or

O Enter New Report Criteria: Multiple fields are available to create a new report.

© Transaction Filters: Filters are available for selecting the type of transaction for your report.

O save this Report: Select this check box to save the creation of a new report.
- A Report Name field will display to enter a report name.
- A Shared check box will also display to share this report with those who have
Shared permissions.
© Click Submit.

Account Summary #

All Accounts  CurrentDay Cash  Account Groups  Custom Reporting  Transaction Search

Salact Saved Report Criteria @
Saved Report Criteria

Select »

Enter New Report Criteria @

Select Accounts By

Accounts All Accaunts %

*Date Account Transastions View

CreditDebit Single View  +

v Transaction Filters @

DebitiCredit
Transaction Type
BAI Transaction Code

SWIFT Transaction Code

Transaction Amount | s =qual fo v

Bank Reference

Customer Reference

O Save this Repart @
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Transaction Search

The Transaction Search feature allows you to search across all accounts you have access to for
specific transactions. To search for a transaction:

Select Balance and Transaction Reporting from the Reports drop-down menu.

Click the Transaction Search tab.

Select Accounts/Account Group from the drop-down menu. OR

Click in the right-hand field to see a list of accounts/account groups you can select from.
Select a Date Range from the drop-down menu.

If selecting Custom Range from the Date Range drop-down menu use the calendar icon to
select your “from” and “to” date range.

© 060000

Click Apply.

Account Summary #

@

All Accounts  CurrentDay Cash  AccountGroups  Custom Reporting  Transaction Search

Enter New Report Criteria
DEPOSIT ACGOUNTS

Accounts @ . All Accounts @

e ®)
Last7 Days « Gcr2020 > 0ct 2020 -
Last 30 Days
Last 60 Days. = oM W oW M OB OB | M oMo W T R
Last 80 Days 27 28 29 30 1 2 3
Manth o Date:
o 1o Date 4 5 6 7 8 9 10
Year to Date M2 13 1415 16 7
i) 27
Prior Day 1819 20 2 zzEza 2a
Last Manth 25 26 27 28 29 30 3 25 26 27 28 290 30 3
Custom Range

1 2 3 4 5 6 7 1 2 2 4 5 6 7

: Apply |

8n

© Click the arrow to expand the Transaction Filters fields. These are optional fields to help
narrow the search.

O Insert - by clicking in an empty box information will display, if applicable.
® Click Submit.

~ Transaction Filters

Diebit!Cradst v

Transaction Type

®

BAI Transaction Code |

582 -#CNTLDISBEDE ~
SWIFT Transaction Cod 000 - B0 INTEREST RATE

689 - AGCOUNT ANALY SIS FEE

G81 - ACCOUNT ANALY SIS FEE

482 - ACCOUNT HOLDER INITIATED ACH
DEEIT

Transaction Amount | | 208 - ACCOUNT TRANSFER
208 - ACCOUNT TRANSFER

Bank Reference
831 - ACCT RECON CK ADJ

AR ACU CEEC

Customer Referance
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Alerts

The system can automatically send alerts when certain conditions occur. Recipients must be
set up before creating an Alert. For modifying or deleting a Recipient or an Alert see the Quick
Reference Guide. To add a new Alert:

O select the People icon. E
© Sclect Alert Center from the drop-down menu. The Alerts screen will display.

Administration
Administration Console
User Maintenance
@ Alert Center
Contact Center
Import
=ing  Preferences

Audit Information
12,08

© Ssclect the Recipient tab.
O sclect the Insert link.

Alerts Center

®

Alerts Recipient Groups Recipients

& Inzert @

| select fields - ]
Filter

© tnter Name and Email Address.
O select Add Another Contact Method to add an additional email address for this recipient.
O Click save.

Recipient

* Company
* Name

* Email Addrass

e ADD ANOTHER CONTACT METHOD

o SAVE CANCEL
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O sclect the Alters Tab.
© Select the Add New Alert link.

Alerts Center

Alerts Recipient Groups Recipients

®

() Add New Alert

| select fields -
Filter

@ In the Alert Name field, enter a name for the alert.
@ Select the Alert Group from the drop-down menu.

® Select the Alert Type from the drop-down menu. Additional fields will display depending on
the Alert Type selected.

® The Alert Subject Line field will automatically populate depending on the Alert Type
selected. This is the subject line that will appear on the email notification sent to the
recipient.

@ Select Recipients/Recipients Groups from the drop-down menu.

® Sclect Save.

Test

s (1) e () p—

Payments and Transfers x v File Import Confirmation For Payments and Transfers % v [secure]Confirmation of Payment/Transfer File Import
D
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User Administration

You will be able to create new Users, modify and delete Users, assign Roles and manage User
Entitlements from the Administration Console. For specific steps for these functions please
refer to the MUFG Exchange Administration Guide.

O select the People icon. E

© Sclect Administration Console from the drop-down menu. The Administration Console
screen will display.

Privacy Policy 0
Administration
Administration Console @
User Maintenance
Alert Center
Contact Center
Import
ing  Preferences

Audit Information
108

Administration Console

Migration Two. SAMPLE COMPANY A For more information, please refer to User Help

Manage Entitlements
Cliex on services below to view 3l the Users
Click "Edit" to modify that User's entitiements.

View Change Request Status

Manage Users. Change requasts require twa
- - users: One fo create the request

Click on 3 User to edit their profile e "

Users
Active Payments ;"" Check Manager
Last, FirstName User ID enans

O userts sampleuser! M eait Enroll -
user2s En
userds sampleuser3 Edit Enroll
userds sampleuser4 Edit Enroll
userss sampleuserS V3 Enroll
useBs sampleusert 2 et Enroll
userls sampleuser? |Edit Enroll
userds sampleuserd Edit Enrol -

« »

Scroll right to view other services
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