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TreasuryConnect
Book Transfer
User’s Manual

This user’s manual provides instructions for accessing
services found within the Book Transfer Group. The services
available are:

> Book Approval Requirements (only available to the
Corporate Administrators)

> Book Transfer Input
> Book Transfer Report
> Book Approval
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|. Book Transfer PERMISSIONS to other users

The Corporate Administrator will grant access to the Book Transfer service, accounts and limits
to other users within the company.

A. Book Transfer Service Permission

1. To grant the Book service permission, choose User Administration in the drop down list.
Click on the User Admin tab.

Select the User from the User list and click on the Services link.

In the User Service Permissions column select Book Transfer to assign all permissions or
select which permissions the user should have.

4. Click Submit.
* User Code (12) I SELECTALL
*User Password (12) [asssssans | [" Book Transfer
* Retype User Password (12) |nuuou | I Book Approval
* User Mame (40) |t0nytest0r | r Book Approval Requirements
Address 1 0f 2 (40) |195 MARKET STREET | r Book Transfer Input
Address 2 of 2 (40) | | I” Book Transfer Report

B. Book Transfer Accounts

If still on the User Admin page, click the Permissions link otherwise:

1. Goto User Administration, click on User Admin tab

2. Select the User from the User list and click on the Permissions link.
3. Click on the accounts that should be assigned to Book transfer.

4. Click Submit.

User Account Permissions m

BR BR

Bank AcctNum Acct Name Previous Same Book Money Positive
Day Day Transfer Loans Transfer Pay Stops

EBK 173400 usD v W W [l r r W
EBK 6789 UsD 72 7 7 I r Il ¥
EBK 09754 Eastern Bank Demo usb v v v v W Vv W
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C. Book Transfer Limits

If still on the User Admin page, click the Limits link otherwise:
1. Goto User Administration, click on User Admin tab
2. Select the User from the list and click on the Limits link.

3. Either accept the predefined defaults or change the account type, transaction entry,
transaction per day or the maximum number of transfers per day.

4. Click submit

Book Transfer Limits

Bank Account Account Name Acct Type EntryTxn Entry/Day

EBK {73456 Eastem Bank Demo FromTo »| [ecoo090900 | loasoooooagoeos | [ogg

I Eastern Bank Demo 2 [Fommo »|  [99929999.99 |  |999,099,09999999 |  [ogg

[I. BOOK APPROVAL REQUIREMENTS

Use the Book Approval Requirements service to assign approval requirements to users and
accounts for Book Transfer transactions. You can define users to require one approver or no
approvers for transactions they perform on individual accounts.

A. To assign approval requirements

1. Select Book Transfer in the drop down list and select the Approval Required tab

2. Select a user from the User list

Book Approval Requirements

User Selection

238156 Users
code: [ name: N

adiest - AdminTest -
demol - eastern bank demo

3. Inthe Available Accounts list, choose one or more accounts, or All Accounts.

Click Hold Selected. The selected Available Accounts are copied to the Selected
Accounts list.

Choose the approval level in the Set Default Approval Levels area.

Click Submit. The Update Levels Page is displayed with the defined accounts and
default approval level.


https://63.172.237.47/bbw/cmserver/interface/default/help/BK/Corp/Update_Levels_Page.htm
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Account Selection

Available Accounts
rnumber - [ rame - I

Sort by : Number = MName

CCLLCE -Eastern Bank Demo(lUSD}-Eastern Bank

GEEEGE -Eastern Bank Demo zxcovbnmasdighjkl'gwer(USD }-Eastern Bank
Heald I
Approval Levels Display Account Report Display ALL Account Report

Set Default Approval Levels for Selected Accounts

~ 0 Approvers Required
1 Approver Required

Submmit I Reset I

Optionally, change the Approval Level for individual accounts
Select the approval level and click the Save button

Account Name Approval level

505555 Eastern Bank Demo 1 | 1 Approver - Same Allowed %

Save Cancel

9. Receive an information box on page to verify the change:

@ Approval Levels have been updated.

[ll. BOOK TRANSFER INITIATION

A. Initiating a Book Transfer

To initiate a Book Transfer, go to Book Transfer and click on the Book Input tab:

1. Select a From Account and a To Account from the Account selection boxes. The
accessible balance is displayed with the account.

Note** If you have several accounts you have the option to sort the accounts in the
order you would like them. Click on the Account Preferences box. Choose which
account or accounts to move into the sorted accounts box. Use the arrow key to move
the account up or down. If you check the Limit account to display list box they will be the
only accounts that display when you choose the Book input. Click Save.
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Book Transfer -

Book Transfer Input

Account Selection (¥ Account Preferences | «
From Accounts To Accounts
[ — [ —
Sertby: € number € Mame % preference Sortby: € number € Mame @ Preference
591-Eastern Bank-Demo 2 (USD) - Eastern Bank (58 01} 582-Eastern Bank-Demo (USD) - Eastern Bank (532

B82-Eastern Bank-Demo (USD) - Eastern Bank (S 691-Eastern Bank-Demo 2 (USD) - Eastern Bank (S!

Transfer Information - Single Entry (& sSwitch to Multiple Entry |
Transfer:[Once | Amount Processing Date: = agdtimfe:] coptionan
Submit Reset I
BookTransferAccountPreferences
From Ascount Prafarancas
%0 s
I Limt Acoount Déspla to Above List
To Account Pratsrancas
Zorted Accounts
i B000UTES WeRS Sund 107 y0uT e
b
b ¥
T Uim# Acoout Dispi) 1o Abowe List
save I

Enter the required transfer information and Additional Info if so desired

The Processing Date can be future dated 7 calendar days for a one time transfer. You
may enter a transaction on the weekend and the Same Day balance report will reflect
the transfer.

If you want to clear entered information click on reset
Click on Submit

The system will respond with a confirmation. Read the Response message to
determine if the transactions was processed or not processed.

@ Your transaction{s) have been submitted.

7. If atransaction is future dated it will be warehoused until the processing date. During
this period if you want to cancel the warehoused transaction go to the Book Report and

click on Delete & for the transaction.
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‘rom o Processing Transfer Addtl  Entry Date
To A t
ccount ¥ SReEERLE s D C S Date » Amount » Info »  Time p Response »  Can
ESORSE Fastern OO Easters . 0412302012 WHS -Book 5
e T3 1 i i :
bnk-D=mo BankDama 2 gjacoh n&izrizniz $1.05 110808 E0T Mo App Req 20121180001 311 Transfer requestis &
warehoused,
feturn |

B. Performing Multi-Entry Transactions

You can use the Book Transfer Multiple Entry Input Page to define and submit transactions
with multiple one-account-to-one-account transfers. You can also save transactions as
templates.

To initiate multiple-entry book transfers click the box Switch to Multiple Entries
1. Select the From Account and To Account from the lists.
2. Enter the Amount

3. The Processing Date can be future dated 7 calendar days for a one time transfer. You
may enter a transaction on the weekend but it will not be processed until the following
business day.

Optionally, enter any Additional Info.
Click Add Transaction or Add as Template. Repeat this step to add more items

Account Selection { ¥ Account Preference
From Accounts To Accounts

Number: Name: 2 Search Number: Name: 5 Search

Fortby: € number €7 Name & Prefersnce Soertby: € Number €7 Name & Preference

‘ 4883-Eastern Bank-Demo ($32,1 170.94)

4883-Eastern Bank-Demo (53
4591-Eastern Bank-Demo 2 (58,245 507 22)

4691-Eastern Bank-Demo 2 (58,245 507 .22)

Transfer Information - Single Entry & Switch to Multipic Entry

Transfer:[Once =] Amount:[000___ | Processing Date: [DB/20/2012 Addtimfe:[ ioptional)
Submit | Resst |

Current Recurring Instructions (&= csSV Export ) [ ] PDF Expor|

From Account » To Account » Amount » MNext Date » Addtl Info » Schedule
T ——— i Tpp—— P
2531 Eastern Bank-Demo 2 4882 Eastern Bank-Demo s1.08 test recur Weeh cvery woekon TilEsday Trom 20 T 01300
Created by: 238158 - sjacob
Week We siz ;
4691 Eastern Bank-Demo 2 1883 Eastern Bank-Demo £1.00 Vesidy every webl on Wednesday, from 0 HET2012 loidal250012 oL

Created by: 238156 - cchipo



https://63.172.237.47/bbw/cmserver/interface/default/help/BK/Corp/Book_Transfer_Multiple_Entry_Input_Page.htm
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6. Inthe Transaction List, select the items you want to submit individually or you can click
the SELECT ALL option.

7. Optionally, change the Amount, Processing Date or Additional Info fields for the
selected items.

8. Click Submit. The transaction is submitted and the Book Transfer Confirmation Page
is displayed.

Book Transfer Input - Confirmation

{ (& Your transaction(s) have been submitled

Processed (I Print this H
Cust Z

PRt Trace From Account To Account Amount £ ey Addtl Info Status Accepted Response

Trace # # Date
GEEEES GEEEE6 =

20103130002 273 Eastern Bank Demo Eastern Bank Demo 5050 11/08/2010 Eileen HoApp NGt Rt Dok - Dok Toevstes Hegpe
4 2 Req PM Accepted
GEGEEE CEEGES - 53-39- =

20103130003 274  EasternBankDemo Eastern BankDemo 5025 11092010 Cicen Mo App LUDOR0E0 oF 0522 00 SR Booisisancier:bang
> 1 test Req FM Accepted

Service Message

A Book Transfer request has been submitted on the account numbers described above. Please press the print button on your browser to generate a hard copy of this Bo
transfer request. This transaction is subject to bank rules and regulations governing such electronic transactions as described in our senvices agreement. Please keep th
numbers handy in case you have any questions regarding this transaction

If any portion of the above is incorrect, or you have further questions, please contact customer service. Thank You.

9. If atransaction is future dated it will be warehoused until the processing date. During this
period if you want to cancel the warehoused transaction go to the Book Report and click

on Delete & for the transaction.

Processing Transfer Addtl Entry Date

Date » Amount » Info » Time » Hesponse fan

To Account »  [nitiator »

FSS5S5  Eastern OHGEEG Eastern 04/23/2012 WHS -Book I
= 97019 i i 2 " )
b o Bank-Demo 2 sjacob 04/z7i2012 $1.05 110908 EDT No AppReg 20121180001 371 Transfer requestis Y
warehoused,

peturn |

C. Creating a Transaction Template

A template is simply a transaction definition that is saved in the Transaction List and can be
edited and submitted at a later time.

1. To create a transaction template follow the steps below:
Select the From Account and To Account from the lists.
Enter the Amount

Optionally, enter any Additional Info.

Click Add As Template.

a > w DN


https://63.172.237.47/bbw/cmserver/interface/default/help/BK/Corp/Book_Transfer_Confirmation_Page.htm
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D. Setting up a Recurring Transfer

Use Recurring Book Transfer to schedule a one time, weekly or a monthly transaction.
To set up a Weekly transfer:
1. Select a From Account and a To Account from the Account selection boxes
2. Click on the drop down list in the Transfer Information section and choose weekly.
3. Choose the number of weeks (1-99) you would like the weekly transfer to take place.
4

Choose the day of the week to schedule this transfer. Note: If a Sunday or Saturday is
chosen the transfer will be processed on the next business day.

Account Selection J#1 Account Preferenci

From Accounts

Number Name- & Search

sortby: € nNumber € Name @ Preference

To Accounts

Number Name- 2 Search

Sortby: € number € Hame @ Preference

4683-Eastern Bank-Demo ($32,144,170.84)
14681-Eastern Bank-Demo 2 ($9,245,507.22)

4683-Eastern Bank-Demo ($32 144 170 94)
.B91-Eastern Bank-Demo 2 ($8,245,507.22)

Transfer Information - Single Entry ( @@ Switch to Multiple En

Addtl Info: | l(Qptional

Transfer:[Weekly [¥]  amount[0.00 |

Start Date: [08/21/2012 End Date: B optionan

Recur every |1 =] weekis

Select Day(s)

™ sungay [ Monday T Tuesday [ wednesday [ Thursday [T Friday [T Saturday

Submit | Resst |
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To set up a Monthly transfer:

1.
2.

Select a From Account and a To Account from the Account selection boxes

Click on the drop down list in the Transfer Information section and choose monthly. You
have 3 different options for monthly transfers.

You can setup a transfer to be done once a month on a certain date of the month, every
month or a designated period of time, such as the 1* of every 3 months.

You can schedule a recurring transfer to be done twice a month every month or a
designated period of time such as 1% and 15" of every other month.

You can schedule a recurring transfer to be done on a particular week and day within the
month or a designated monthly period such as 3™ Wednesday of every 4 months.

Account Selection

| #1 Account Preferencg

From Accounts

Sortby. € Number € Name 0 Preference Sertby. € Number € Name © Preference

48&3-Eastern Bank-Demo (832,144,
4581-Eastern Bank-Demo 2 (58,245

Transfer Information - Single Entry g Switch to Multiple Ent
Transfer: | Monthhy 'I amount; [0.00 ! Start Date: |08/21/2012 End Date: ||:0phunal_. Addtl Infc:! ll(JpncnaI_;
Monthly

& gnine[tet =] offevery =] month

€ onthe[1st =] anaf1sth =] ot [every =] month

€ onthe[1st Z][sunday =] orfevery =] month

Submit | Reset I

4883-Eastern Bank-Demo (832,
4591-Eastern Bank-Demo 2 (58,245

You are able to view all the recurring book transfers you have setup on the Book input page.
The transfers can be exported in either a CSV or a PDF format. If you wish to delete a
scheduled transfer, click on the € icon to delete the transaction.

Current Recurring Instructions fm €SV Export ) { & PDF Export

rom Account p To Account » Amount » Hext Date » Addtl Info » Schedule Dely
- i . - - i \Weskly every week on Thursday, from 040520210 04182012, L

rocce  Eastern Bank-Demo 2 pppops Eastern Bank-Demo 51.05 test recur Created by: 8156 sjacob uj
(LI Ry Ay Ainey " A ) 1,

& Z i % e Weekly every week on Friday, from 04/05/2012 to 041132012,

Feooog  Eastern Bank-Demo 2 ppeeer Eastern Bank-Deme $1.06 Created by 8156 siacob d‘_]
L i X = s i S0 Weekly every week on Wednesday, from 04/11/2012 to 041252012, [

RECCG Eastern Bank-Demo2 FRRRRE  Eastern Bank-Demo $1.00 04252012 Created by:© 3156 - cchipo Q.,j

10
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IV. BOOK TRANSFER REPORT SERVICE

The Book Transfer Report service allows Users to view or export the status of transfers for

specific accounts or multiple accounts within the requested date range.

A. View or Export Book Transfer Report

Select the Book Report tab

Select query type (Entry or Processing) and report dates

Select amount range or leave at default for all amounts

a > wnh e

all trace numbers

processing date)

Select which accounts to view or export or leave on default All Accounts

Select a bank trace number range , customer trace number range or leave at default for
Select report sort characteristic (by from account, by to account, by amount, by

Click Submit to view report or choose either CSV or PDF format to export report.

Book Transfer Report

Account Selection

Number:

To Accounts

MName: & Search

Sortby: & Number € Name Sort by:

@ Number € Name

All Accounts

555
GBREEG

-Eastern Bank-Demo (USD) - Eastern Bank
-Eastern Bank-Demo 2 (USD) - Eastern Bank

Cust Trace

Submrll C5V Export | POF Export | Resell

-Eastern Bank-Demo (USD) - Eastern Bank
-Eastern Bank-Demo 2 (USD} - Eastern Bank

-
Search Criteria
T — pepor Characerste
[Entry =1 Date [08M8/2012 041192012 Sort [by from acct -

If you chose to first view the report you still have the option to export the report in either CSV or
PDF format. Each column on this report can be sorted. You also have the opportunity to delete

a pending transfer while viewing this report

ook Transfer Repori

Date Range: 04/19/2012 - 04/2002012 | & €SV Export b &1

PDF Export | [ B Print this H

From
Account v

Processing Transfer Addtl
Date » Amount » Info »

Entry Date
Time »

To Account »  |Initiator »

Status »

EEEGES BREREE Success -The
Eastern Eastern _. e 04182012 S z ~c transfer has been
€] 4118 5 Apo Re 365
Bank-Demo Bank-Deme 2 2l Lalh: 2l 311 11:02:24 EDT NojppReq: 20121100002 successfully
accepted
Success -The
L Eastern gogees Eastern . - 0411842012 e 2y transfer has been
Bank-Demo Bank-Demo 2 sl pEiens 30 14:45:19 EDT SERIIEE B 200 successiully
accepted

Response p

11
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V. BOOK APPROVAL

Use the Book Approval service to review and approve Book Transfer transactions.

A. Approving Pending Book Transfers

1. Display the Book Approval Selection Page by choosing Book Transfer (or Transfers) >
Book Approval.

Click the SEL checkbox to choose one or more pending transactions.
Click Approve Selected. The Book Approval Review Page is displayed.

4. Click Approve. The approval is submitted and the Book Approval Confirmation Page
is displayed. Make sure you read the response message since the book transfer is not

always processed. Transactions that are not processed usually contain a RED response
message.

Book Transfer v

Book Approval

Book Transactions

B Submitted By From Accounts To Accounts Amount ProcessingDate  Addtl Info
[] poalan-PaulVito 555555  Eastern Bank Demo1 ffGoes  astem BankDemo2 5036 1109/2010

Approve Delete

12


https://63.172.237.47/bbw/cmserver/interface/default/help/BK/Corp/Book_Approval_Review_Page.htm
https://63.172.237.47/bbw/cmserver/interface/default/help/BK/Corp/Book_Approval_Confirmation_Page.htm

