Managing Templates & ~

Recurring Payments UMPQUA
Quick Reference BANK

Templates are available for ACH, Wires, Internal Transfers, Recurring Payments, and Bill Pay.

e Templates can save you time when you regularly complete money movement tasks by providing a preset format
that defines specific elements of transactions.

¢ Since templates function similarly for different services, you can use this process to assist you with Money
Movement templates. This Quick Reference will show you how to use ACH templates.

Money Movement > ACH > Make Payment tab

To make your own template, click on the Create a template link.

r ) - . Hi, Katie | SignOff
UMPQUA BANK Welcome Reports Money Movement Account Services  Administration
=== Last Login: Now 3, 2022, 3:21:45 PM ET
Business Online Bankmg @ Approvals @ Exceptions
ACH View your ACH limits
Make Payment Collect Money History Upload Transactions File Status Uploaded Files

Make ACH Payment / Manage Templates

Send money without a template ‘ Complete unsubmitted requests | Create a template ‘ Maintain file import definitions

Show Templates For

Available Templates All Services e
Template Name T Request Type Debit Account Company Name/ID

@ Bi-Weekly Payroll PPD Payment #0120 - Training Account 2 Training ID/1911111111

O Vendor Payments CCD Payment *0120 - Training Account 2 Training ID/19711111111

To use an existing template, click the circle to the
left of the template name, then click Continue.

To view the details of a template, click the template name.
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Managing Templates, Recurring Payments Quick Reference

Templates can be modified at any time. Use the icons on the Template Details screen to edit, copy, or delete templates.

Hi, Katie | SignOff
B UMPQUA BANK] Welcome Reports Money Movement  Account Services _Administration an
Last Login: Nov 3.2022, 3:21:45 PM ET
*
Business Online Banking () Approvals (1) Exceptions
Make Payment Collect Money History Upload Transaction: File Status Uploaded Files
Template Details Use this Template
=

Template Information

Template Name: Bi-weekly Payroll

Request Type: PPD Payment

Company Name/ID: Training ID / 1911111111
Template Description: Payroll

Debit Account: Training Account 2 - *0720
Maximum Transfer Amount: $3,500.00

Credit / Destination Accounts

ABA/TRC Account Account Type Name Detail ID Default Amount
123205054 *0089 Checking $1,500.00
123205054 *4321 Checking $633.00
123205054 *6789 Checking $750.00
123205054 *6789 Checking $890.00
123205054 *4456 Checking $575.00

Total: $4,348.00

Got Questions? We can help

e Toedit atemplate, click the edit icon. Click Save Changes to save the template.

e  When you modify or create a template, and dual authorization is set up, the template must be approved
before you can use it.

b}
P Once you’ve selected a template to use, you
UMPQUA BANK] Welcome Reports Money Movement ~ Account Services  Administration :
* can review the details at the top. Scroll down
Business Online Bankug @ Approvals (1) Exceptions . . . .
to review the Credit/Destination Accounts
ACH View your ACH limits . . H H H
ree iR information. Click Continue to submit.
Make Payment Collect Money History Upload Transactions File Status Uploaded Files.
Make ACH Payment
Template Name Bi-Weekly Payroll [ e s e sccounts which will recive th recorded smount whan s peyTraeet request i ramarviied, To sawe s recuasst without submitting It for ranarsi, clck ‘Save b8 dral’
Request Type: PPD Payment
Company Name/ID: Training ID /1911111111 The cut-off time fer ACH is 5:00 p.m. PT gy days for same day submissi Batches transmitted and od after 5:00 p.m PT are
Template Description: Payroll considered nant day and may require adusting the Effective date.
Debit Account: Training Account 2 - *0120
Maximum Transfer Amount: $3,500.00 (Per detail account)
11/04/2022 2]
Hold  ABASTRC Account Accout Type Name Detail ID Ameeant

Control Amount (optiona)

0

(Maximum Value for the etie template) 123205054 0089 Checking 180

Addinal infe

123205054 4321 brcking

5780 Checking §750.00 USD

Toral: S434800

Varisnce amount: ($4,348.00)
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Managing Templates, Recurring Payments Quick Reference

At the Verify Payment screen, you can review the ACH transaction information and Submit for Approval. Please note: If dual
authorization is not set up, then click Transmit to proceed with approving the transaction.

. Hi,Katie | SignOff
DIWLIN:INNl  Welcome  Reports  Money Movement  Account Services  Administration
Lost Login Nov 3,2022, 32145 PMET
*
Business Online Bankug © Approvals (1) Exceptions
ACH View your ACH limits
Make Payment Collect Money History Upload Transactions File Status Uploaded Files

Verify Payment

This request requires approval by a different company user before it can be transmitted.

Send money with a different template

Credit/Destination Accounts ¥
Template Information  [&

The control amount is $0.00 and the total amount is $4,348.00. Held details and those with an amount of $0.00 are not processed. To change the details, click the "Edit this request’

Template Name: Bi-Weekly Payroll icon.

Request Type: PPD Payment

Company Name/ID: Training ID /1911111111 ABA/TRC Account Account Type Name Detail ID Amount

Template Description Peyrel 123205054 +0089 Check $1,500.00

Debit Account: Training Account 2- #0120 ecking '

Effective Date: 11/04/2022 123205054 *4321 Checking $633.00
123205054 +6789 Checking $750.00
123205054 +6789 Checking $890.00
123205054 +4456 Checking $575.00

Total $4,348.00

Got Questions? We can help -}

On the Payment Confirmation screen, you can review all of the details and you will see a success message at the top.

. HiKatie | SignOff
UILIVN:INN  welcome  Reports  Money Movement  Account Services  Administration
Lest Login: Nov3, 202, 32145 PMET
*
Business Online Bankug © Approvals (1) Exceptions
ACH View your ACH limits
Make Payment Collect Money History Upload Transactions File Status Uploaded Files
Payment Confirmation (=]

@ The PPD Payment request below has been added to the transmit queue successfully. To send requests for processing, go to ACH Transmit - Selection. All approvals must
be received before the request will be transmitted.

New Transaction

Template Information

Template Name: Bi-Weekly Payroll

Request Type PPD Payment

Company Name/ID: Training ID /1911111111
Template Description: Payroll

Debit Account: Training Account 2 - %0120
Effective Date 11/04/2022

Transmit Status: Pending Approval
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Managing Templates, Recurring Payments Quick Reference

To modify recurring ACH Payments, use the Scheduled Requests option under Money Movement.

UMPQUA BANK

Welcome Reports

Money Movement  Account Services  Administration

Scheduled Requests

Transfer Money

Business Online Banking
@ Display Options

Transfers & Payments Approval Loans Balance Snapshot

) Edit sccounts and dates dis

My A
® s Bill Pay

ACH Payments and Collections . .
You do not have accounts selected for display in this information panel.

| ACH
;’ﬂ?{‘gu"“"“m 10/28/2022 Viire
gr_a“l\ral?guriccaum 10/28/2022 S0.00 User Profiles Approval
p—— (@ wyapprovais () 1l Approvals

User Profiles
Thara are na renuacts waitinn far uaor annroval

Click on the three dots to the right of the schedule and select Edit schedule.

Hi,Katie |  SignOff

UMPQUA BANK]
*

Business Online Bankmg

Welcome

Reports

Money Movement  Account Services ~ Administration

@ Approvals @ Exceptions

Approvals

Transfers Transactions Templates Scheduled Requests Issues Files Users

Next Scheduled Requests

Current as of: 11/03/2022 05:40:47 PM (ET)
Approval status is subject to change. Requests can be approved in advance of the scheduled Send On date
Requests can be edited until 12:00:01 A.M. ET on the Send On date; edits cannot be completed or saved after that time.

On the Send On date, requests that have all approvals will be transmitted; requests that require additional approvals will be added to the transmit queue for approval. All approvals are
required before a request is transmitted. The next request in the schedule will be listed below after the current request is transmitted.

Requests are not transmitted in the order that they appear below.

Last Login: Nov 3, 2022, 3:21:45 PMET

Hi,Katie | SignOff
Last Login: Nov 2, 2022, 5:2712 PMET

() Approvals (T) Exceptions

=
Alerts and Messages -
User Profile Activity
11/01/2022 05-07:50 PM (ET)

View All

Saved Reports

Training Account 1

SendOn T Request Type From To Amount  Currency  Frequency Amal
117042022 PPD Payment /BiWeekly  Training Account 2 - Checking ;016 accounts 4,348.00 n/a Weekly 00f 1 received| ==
Payroll -+0120 Qof 1 receved
PPD Payment / BiWeekly  Training Account 2 - Checking
11/09/2022 Payroll 50120 Multiple accounts 4,348.00 n/a Weekly 0of 1 received View request
PPD Payment / Bi-Weekly  Training Account 2 - Checking
11/09/2022 payroll ~+0120 Multiple accounts 4,348.00 n/a Weekly 0 of 1 received Edit schedule
11/00/2022 PD Payment /Bi-Weekly  Training Account 2 - Checking 4 il accounts 4348.00 n/a Weekly 0.of 1 received| =
Payroll -*0120
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Managing Templates, Recurring Payments Quick Reference

Make your edits and select Continue.

Make Payment Collect Mgney History Upload Transactions File Status Uploaded Files

Edit Payment Schedul

New selection | Edit Template | Delete Schedule

Template Name:
Request Type:
Debit Account:
Amount:

Bi-Weekly Payroll

PPD Payment

Training Account 2 -*0120
$4,348.00

Frequency

Weekly

Next Send On

11/04/2022

End on

@ Continue indefinite

Processing Options;
@ Use the next pfocessing date if a scheduled request falls on a non-processing date.

O Use the previgus processing date if a scheduled request falls on a non-processing date.

Make Payment Collect Money History Upload Transactions File Status Uploaded Files

Verify Payment Schedule

New selection

Schedule Information  [£

All requests governed by this schedule will be modified to include these changes, including the next scheduled request.

Template Mame: Bi-Weekly Payroll

Request Type: PPD Payment

Debit Account: Training Account 2 -*0120

Amount: $4,348.00

Frequency: Weekly

Send First Transfer On: 11/04/2022

End On: Continue indefinitely

Processing Options: The next processing date if a scheduled request falls on a non-processing date.
Next Effective Date: 11/07/2022

Submit schedule

/

Verify and Submit schedule.

Please note: If you Modify an ACH Template that is used for a
Recurring Payment, you will need to Resubmit the Schedule.
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Managing Templates, Recurring Payments Quick Reference

To create a recurring payment Bill Payment: Add payee Approvals Make Payments

e  Click the dropdown arrow View: All ~ | Find a payee o
next to the Payee name.

e  Select Set up auto-pay .
p pay Pay Tot Coming Due 5 hLLd‘r'll d $ Amount Deliver By
and complete the pop-up form. Scheduled
e  Select Save auto-pay options. The Spokesman Review - days |G $10.000n 10422 | &
e Review the Confirmation screen Sample Shredding Ser
and Close. Sample Shredding Service = Add invaice 11108122

(Check)

i .
Meed to pay it faster? Pay it faster?

Set up auto-pay lote | Memo I

Ad indar C Auto-Pay Options

Sample Office Cleaning Se -
T Wiew payment histc

Modify Delete
Sample Shredding Ser
Set auto-pay at regular intervals

Fay from v

Memo

Amount 5

Frequency: Monthly v

Start on: muaooryy| @

Continue payments:

@ Until | modify or cancel
O Until | MMDDAYY | BR -
Don't save auto-pay option ‘ | Save auto-pay options
To manage a recurring payment Bill Payment:
Add payee Approvals Make Payments
view: All~ | Find 5 payee P e  Use the dropdown arrow next to the Payee
name and select the Modify auto-pay option.
PayTot Coming Due Schﬁled $ Amount Deliver By e  Make your edits to the pop-up form and save
the changes.

The Spokesman Review = $10.00 on —
...sun1p 11101122 o422 | &
Sample Shredding Service 10822 | B

Sample Office ,...5555

ngele Office Cleaning Se ~ Add invoice

10822 | &=
(Check)

Pay it faster?

Meedto pay it faster?

Make an extra payment MNote | Memo

Madify auto-pay

Total
View paym history

Modify Delete Hide
. Clear | | Confirm all payments
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