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Accessing CAT through Comerica Business Connect

CAT is an online service that is accessed through the Comerica Business Connect (CBC)
Portal. For requirements and instructions for accessing CBC, see the CBC User Guide.

Once you have completed the requirements for accessing CBC, you can access your CAT
service.

First, go to the CBC log in page: http://www.comerica.com/businessconnect

Then, under the My Services column, select Customer Administration Tool.

Cblnen ! + Comerica com + About + Conlact Us
Lzst Log In: 06/26/2014 at 10:54:35 AM ET | You are currently logged in | Log Qut

—_ - -

|b!

.
-
3 £
Comerica Business Connect c_i %] rhada

!

Important Message
= Welcome to Comerica Business Connect
My Services Other Services BUSINESS CONNECT
ANNOUNCEMENTS Advisor

NEW FRAUD AWARENESS Connect directly to your online services:
VIDEO I

Computer safety and best
practices to protect yourself
and business from fraud and

L
w
L
L~
-
cybercriminals. g

More Ty M

E - Payments Routing
Directory

CAT enables Administrators to create and maintain information for each person using select
Comerica applications. You can establish administrative rights and user entitlements, maintain
user information, and more.

Only one Primary Customer Administrator is allowed. There is no limit to the number of
secondary Customer Administrators. Primary Customer Administrators can perform all
functions. Secondary Customer Administrators are limited to perform functions for users within
their own locations. To perform administrative functions for any particular service, Secondary
Customer Administrators must have the administrative rights to that service.
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Performing Customer Maintenance

Accessing Your Customer Profile

To review the information on your Customer Profile or to manage security options and locations,
either select the customer hame at the top of the User List screen;

CI)I‘I]EI]CA Customer Administration Tool

Users fo

Show 10 [z] entries

Showing 1 to 10 of 397 entries

User ID 4 User Name
mnetdemo1001 Useronethousandone Anthony
mnetdemoi11 test add

4 User Status

Active

Active

4 Last Updated

09/11/2015 03:58 PM

09/11/2015 12:22 PM

Previous 2 3 4 5

4 User Services

ARP Data Entry Service User
ARP Upload File Service User
Adjustment Report User

Positive Pay/lmage Services User
Statements User

Edit Services

ARP Data Entry Service Customer Admin
ARP Data Entry Service User

ARP Upload File Service Customer Admin
ARP Upload File Service User
Adjustment Report Customer Admin
Adjustment Report User

Lockbox Plus Coupon User

Positive Payfimage Services User
Statements User

Edit Services

Or, from any screen, select the menu icon . and then select Customer Profile.

|
| Users

Customers

B [ comenaA )

Users for Performan
Show 10 [=] enlies

Bnowing 110 4 of 4 entries

mplbl202uses0! Uss

mplblz02usero2

mptbl02usen)3
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The Customer Profile menu displays.

ComericA Customer Administration Tool
.

Customer Profile

“Expand All ACollapse Al

Customer Information

Customer Locations

Security

Adaptive Authentication Options

Select one or more authentication methods. See authentication methods for details
P Verification by Phone @

@ One-Time Password via Email @

o Security Questions @

S Dissbleg  ONE-TIMe Password via Text @

View Recent Activity

Customer Services

Cancel E

Selecting Customer Adaptive Authentication Options

Administrators are able to view their company’s Adaptive Authentication Options from the
Security section. Enabled options are made available to the company’s users in the event they
are required to provide additional authentication and have sufficient information on file.

To enable an option, select the Disabled toggle. To disable an option, select the Enabled
toggle.

To see option details and recommendations, hover over the question mark icon or select the
authentication methods link. To see recent changes made to these options, select
View Recent Activity at the bottom.

Security
User will receive an automated

. . phone call prompting them to
Adaptive AuthenticatgREI S E PN PR
Select one or more aut RSN tication methods for details.
@ Verification by Phone @
@ One-Time Password via Email @
@ Security Questions @
@ One-Time Password via Text @
Wiew Recent Activity

Select Save to apply your changes and then select Ok to continue.

Note: All options are available to users by default, if you make no changes.
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Enabled options are made available to users in the event they are required to provide additional
authentication. The user’s profile must include the appropriate information for the security
options to be available.

Managing Customer Location
The following sections describe how to add and delete a customer location.
Adding a Location

To add a location, go to the Customer Locations section and select Add New Location in the
lower left corner.

Customer Locations

Location Nickname Location Address PBX @
Home Office 123 Main Street, Auburn Hills, Michigan 48326 Edit PBX
AHOC ADDRESS 3701 Hamlin Rd, Auburn Hills, Michigan 48326 Configure PBX
Auburn Hills Office 3551 Hamlin Road, Auburn Hills, Michigan 48326 Configure PBX
Dealer Operations 411 W Lafayette, Detroit, Michigan 48226 Configure PBX
Livonia 39200, 6 Mile Road, Livonia, Michigan 48152 Configure PBX
Mexico 2 123 Main Street Ave, Suite 111, Mexico, Configure PBX
Chihuahua 12345 -
Mexico Location 123 Any St, 122345656, Chihuahua 12345 Configure PBX
Secondary 1234 Main, Any City, Michigan 11111 Configure PBX
test1 fswe, rew, erreeawe, Michigan 48326 Edit PBX
Texas Location 1234 Spurs Lane, Dallas, Texas 12345 Edit PBX
Texas L n 1234 Spurs Lane, Dallas, Texas 12345 Edit PBX
Texes ,DCEIIC_T ) 1234.§p5r5 1234 Spurs Lane, Dallas, Texas 12345 Configure PBX
Lane, Dallas, Texas 12345
Third 1234 Main, Any City, Texas 11111 Configure PBX

==Add New Location

Enter the location nickname, country, and address, and then select OK.

Location

Location Nickname:*

Country:

United States  [x]

Address line 1:

Address line 2:

city: State: Zip Code:

— Select State — [~]

cancel | ([0
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Deleting a Location

To delete a location, hover over the location you want to remove and select Delete a Location
on the right.

Location Nickname Location Address FPBX @

Home Office 123 Main Street, Auburn Hills, Michigan 458326 Edit PBX

AHOC ADDRESS 3701 Hamlin Rd, Auburn Hills, Michigan 48326 Configure PBX

Auburmn Hills Office 3551 Hamlin Road, Auburn Hills, Michigan 48326 Configure PBX

Dealer Operations 411 W Lafayette, Detroit, Michigan 45226 Configure PBX

Livonia 39200, 6 Mile Road, Livonia, Michigan 48152 Configure PBX ‘®Delete Location

Mexico 2 123 Main Street Ave, Suite 111, Mexico, Configure PBX
R Chihuahua 12345 S

Mexico Location 123 Any St, 122345656, Chihuahua 12345 Configure PBX
Secondary 1234 Main, Any City, Michigan 11111 Configure PBX
test1 fswe, rew, erreeawe, Michigan 48326 Edit PBX
Texas Location 1234 Spurs Lane, Dallas, Texas 12345 Edit PBX
Texas Location 1234 Spurs Lane, Dallas, Texas 12345 Edit PBX
fexas CEUCJ ) WZBJEEEE 1234 Spurs Lane, Dallas, Texas 12345 Configure PBX
Lane, Dallas, Texas 12345

Third 1234 Main, Any City, Texas 11111 Configure PBX

+Add New Location

When prompted, select OK to confirm you want to delete the location.

Are you sure you want to delete Texas Location - 1234 Spurs Lane, Dallas, Texas

123457
Cancel

Setting up PBX Dialing
Complete the following steps if your company:
e Uses a PBX system to forward incoming calls to employees (meaning the entry of an
extension number is required), and
e Has the Verification by Phone Adaptive Authentication option enabled
In the Customer Location section, the PBX Dialing status indicates whether PBX dialing steps

have been configured for that location. Locations with direct dial phone numbers do not require
PBX Dialing setup and may remain as Not Configured.
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To set up PBX dialing, in the Customer Location section, select Configure PBX. To view or
update and existing PBX dialing configuration select Edit PBX.

Location Nickname Location Address PBX @
Home Office 123 Main Street, Auburn Hills, Michigan 48326 Edit PBX
AHOC ADDRESS 3701 Hamlin Rd, Auburn Hills, Michigan 48326 Configure PBX
Auburn Hills Office 3551 Hamlin Road, Auburn Hills, Michigan 48326 Configure PBX
Dealer Operations 411 W Lafayette, Detroit, Michigan 48226 Configure PBX
Livonia 39200, 6 Mile Road, Livonia, Michigan 48152 Configure PBX
Mexico 2 123 Main Street Ave, Suite 111, Mexico, Configure PEX
Chihuahua 12345 -
Mexico Location 123 Any St, 122345656, Chihuahua 12345 Configure PBX
Secondary 1234 Main, Any City, Michigan 11111 Configure PBX
test1 fswe, rew, erreeawe, Michigan 48326 Edit PBX
Texas L 1234 Spurs Lane, Dallas, Texas 12345 Edit PBX
Texas L 1234 Spurs Lane, Dallas, Texas 12345 Edit PBX
fexes 7DC:“C_7 ) 1234.?_FEE 1234 Spurs Lane, Dallas, Texas 12345 Configure PBX
Lane, Dallas, Texas 12345
Third 1234 Main, Any City, Texas 11111 Configure PBX
=+Add New Location

In the top section, enter a country code, area code, phone number, and extension for that
location.

In the lower section, set up the dialing instructions by selecting steps that correspond to your
location’s phone menu. One of the options must be Enter Extension.

PBX Dialing

1l Delete PBX

Country Code Area Code Phone Number Ext.

Enter a Third phone number for testing

United Sta|z| 888 8568888 123

Set up dialing instructions

Step 1

Press 1 [~]

Step 2
Pause 2 seconds E
Step 3
[Enter Extension ]
Step 4

Select Option [~]
. Test Now

Cancel OK

To remove an existing PBX dialing configuration, select Delete PBX in the upper right of the
screen.
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To verify the dialing steps you selected are accurate, test the dialing instructions by selecting
Test Now in the lower right of the screen. A confirmation number will display on the screen.

Please enter the following code on your phone: 438305

I

An automated call will be placed to the phone number listed in top section. To complete the
test, someone must be able to answer the automated call and enter the confirmation number
using the phone’s keypad. Administrators may need to coordinate test calls with a user at each
location.

Note: The test call does not have to be completed successfully for the steps to be saved.

Click OK to continue.

Adding a New User

To add a new user, either select the menu icon in the upper left corner and then select the New
User option.

E ComericA Customer Administration Tool

Users for Net Demo

Show| 10 [z]  entries

Or, select the +New User button below the User List.
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Adding User Information

In the User Information section, part of the User ID has been prefilled based on your Customer
Code. Complete the User ID field. All user IDs must be unique. A red outline and error
message will appear for any duplicate or improperly formatted User ID entered.

IMPORTANT: At times, users may be asked to verify their identity when accessing or
navigating within Comerica Business Connect. Depending on what options have been enabled
for your company, phone and email information may be used. Always make sure phone and
email information is current for each of your active users.

To add a user:

1. Enter the first and last names, which must contain alpha characters only.

New User Profile

Customer Name:  Nel Demo
Customer Code:  mnetdemo

User Infarmation

User Name* User D

Location

P

First Name* Last Name* M.

Phone Type” Country” Area Code”  Phone” Ext

*

Primary Email”

2. Assign this user to a location by selecting an existing location from the drop-down menu,
or add a new location by selecting Add New Location and completing the fields in the
Location window.

Location

Location Nickname:*

Country:

Address line 1

Address line 2:

City: State: Zip Code:

3. Add at least one phone number, which is required for each user. To add up to 4
additional phone numbers, select +Add Phone Number.

Member FDIC January 2016
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4. Add an email address, which is required for each user.
Adding Security Information
All users must have a PIN and token assigned to access CBC.
Assigning an Existing Token
In the Security section, enter the token information for this user. The Hardware Token PIN

must contain exactly 4 digits, excluding zeros. The Token Serial Number is located on the
back of the token and must contain at least 8 digits.

Security ~

Hardware Token PIN Token Serial Number

If token information is left blank, a Secure Token will be sent to the Primary Customer Admin for this user.
See Customer Admin Tool User Guide for details.

Requesting a Token

Leave the Hardware Token PIN and Token Serial Number fields blank. Complete the new user
profile request. If the request is completed by 4:00 PM ET on a banking business day,
Comerica will send the token and PIN that same day. For requests submitted after 4:00 PM ET
or on a non-banking business day, Comerica will send the token and PIN on the next banking
business day.

Member FDIC January 2016
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Assigning User Services

In the User Services section, you can select the type of user and assign their services and roles.

Selecting the Type of User

Under Select the Type of User, check the box for the type of user you are adding, either user
or administrator. Checking the administrator box will allow you to add administrative rights to
services being associated to this user if needed.

User Services

et Type of Liser

¥ Acmintsiraior

Avallable Service Options for this User
m Adjustment Report

A

44 ARP Daw Emry Service

m ARF Upload File Service

ARP Upload P

Cusiom

Adding Services and Roles

Under Available Service Options for this User, select Add to the left of each service you wish
to assign. Check the role that should be assigned to the user you are adding as well. When
you are done, select Save at the bottom right of the screen.

q  TMConmest Mobile

m T™ Connect Wb

THi Connect Wieh Customer

Member FDIC January 2016
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A confirmation message will appear. Select OK.

Data successfully saved

Note: Some options may be selected for you based on the Type of User and service being
added, and the user role is required for most services. Administrators can only view/add
services/roles they have access to assign, which include:

o the users associated to their location

e services/roles that were assigned to them by the Primary Administrator

The Primary Administrator can view all users associated to their company. However, for all
services, accounts must first be assigned to the Administrator by Comerica Bank.

At least one service/role selection is required to add a user.

Note: Administrative rights are not available for Comerica eFX®, Comerica eFX World
Remittance, Comerica GlobalTRADE Web® and Dealer Access System.

Comerica GlobalTRADE Web®
User administration for Comerica GlobalTRADE Webis not available through CAT. Please call
877.416.4150 to add, delete, or modify users for this service.

Comerica Dealer Access System (DAS)
User administration for Dealer Access System (DAS) is not available through CAT. Please call
800.237.4253 to add, delete, or modify users for this service.

Comerica eFX®
User administration for Comerica eFX is not available through CAT. To add, delete, or modify
users for this service, please refer to the instructions in the Comerica eFX User Guide.

Comerica eFX World Remittance

User administration for Comerica eFX World Remittance is not available through CAT. To add,
delete, or modify users for this service, please refer to the instructions in the Comerica eFX
World Remittance User Guide.

Member FDIC January 2016
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The User List will appear where you may view or modify the user you just added, as well as any

other existing users.

) Customer Administration Tool

Users for NET DEMO

Show 10 [=] entres

mnetdemoasust

mnetdemoaausr |

mnetdemeadming Secondary Admin

mnetdemoas mAgsdemoTasl

mnetdemomniin

moetdemaminng IO st

mnetdemoinroog

mnetdemougerzias

Showing 110 8 of § entries

08182015 0213 PM

DG/222015 07 35 AM

DBMB2015 02119 PM

07062015 1157 AM

DEEF01S 1139 A

DEEIONS 0411 PM

DEME/2015 11:45 AM

QB27/2015 04:38 PM

Search

Liseiatis R Cinpan Eusttamss Asman

L Maragement Gustomer Aden

Canpsielatis Aecounting Sythas ks

Giamarics lebegraed Recshebies Liser

Camenice integraced Recehaties User

Loan Maragement User

us - Next

Continue to Application Provisioning for details on completing services setup.

Application Provisioning

After a new user is added, or to update an existing user’s services, select the Edit Services link
in the User Services column.

Note: It may take a few minutes for a service to be associated/updated to the user’s profile.
Until a service is fully added, the status will appear as Pending and changes to the service will

be restricted.

Customer Administration Tool

I.{ (ComencA

)

Users for NET DEMO

mAEemoadming

mnesdemoinrDd It test
minesgemoinrog:

ARG Mmool 003 sl
MAEEmOuSerdiee

Showing 110 6 of 8 entries

mnetdemocs mneldeinocast

OQRMBC01S 0219 P

OTD62015 1157 AM

0616/2015 11:38 AM

061620150411 P

OEM62015 1145 AM

QB2T2015 04.38 PM

Search:
Show [=] entres
User I # User Name. ¥ Lhweer Shatus & L pdated ¥ Liser Services.
RS HEmAAAUST min OR1B/2015 0213 PM o om er ke
mnetGemoaaus Q62212015 0735 AM

Lisant Mneeagerment Cisabiorrt Admran
Loan Maragement Uiser

Conpsbdped Axcousting Symem Liser
Comencs Insegrted Flacenaties Lises

Comencs Inigreted Hecenabies Uses

Cimserica Inkogented Flos sivables Lises

Loan Management Lser

In the User Services section, select Modify Entitlement next to the service you want to update.

Member FDIC
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Note: Not all services are allowed this function.

ARP Data Eniry Service User
Adjustment Report User
mnetdemo1001 Useronethousandone Anthony Active 08/27/2015 11:05 AM Positive Pay/image Services User
Statements User
EdiEeries

User Services

 Activate All % Suspend All Select Type of User

ser  [Cladministrator

Adjustment Report # Modily Enitiements
% Delete This Service

Adjustment Report User

ARP Data Entry Service  Modify Entitiements.

D Suspended X Delete This Service

Positive Pay and Image Services

Posiive Payiimags Senices User

Managing Accounts for Adjustment Report
Note: The Adjustment Report is only available to Image Cash Letter (ICL) customers.

Accounts associated to this service will appear in the accounts box.

Modify Entitlements

6810839255

If an account is deleted from the Adjustment Report, users and the Administrator will no longer
see that account. This occurs immediately after deletion.

Accounts available for association with this service are located in the drop-down list. Click in
the accounts box to expand the list.

To add an account, select the account number. You can add more than one account at a time
by holding the Ctrl key down while selecting multiple accounts in the list.

To remove an account, select the X next to the account to be removed.

Member FDIC January 2016
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To save, on the Modify Entitlements screen, select Save. Then, on the Edit Services section,
select Save.

Itegrate Paysbles Wet

Loar Maragemen:

Lekhen P Compon

Morigage Warehouse

™ Assts

T Connee Mokl

™ Connect Web

A confirmation message will appear. Select OK to continue.

Data successfully saved

Managing Accounts for Account Reconcilement Plans (ARP) Services

The following instructions apply to both ARP Data Entry and ARP Upload File. Contact your
Treasury Management Representative regarding the availability of the ARP Upload File Service

option.
ARP Data Entry Service and ARP File Upload Service accounts are updated in CAT once daily.

Accounts associated to this service will appear in the accounts box.

Modify Entitlements

0000000005 x| | 0000000006 PAYEE % |

Member FDIC January 2016
17



Accounts available for association with this service are located in the drop-down list. Click in
the accounts box to expand the list.

Modify Entitlements

0000000005 x 0000000006 PAYEE x
0000000009 PAYEE
0000000010

0000000011

0000000013 PAYEE

Note: Account numbers with “PAYEE” have the Positive Pay, Payee Match feature.

To add an account, select the account number. You can add more than one account at a time
by holding the Ctrl key down while selecting multiple accounts in the list.

To remove an account, select the X next to the account to be removed.
If an account is deleted from ARP Data Entry Service or ARP Upload File Service, users and
the Administrator will no longer see that account. If an account has Payee Match added or

deleted, the account caption will change. All changes will appear the next day.

To save, on the Modify Entitlements screen, select Save. Then, on the Edit Services section,
select Save.

™ Assts

TM Comneed Mebsile

T™ Connect Web

A confirmation message will appear. Select OK to continue.

Data successfully saved

Member FDIC January 2016
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Managing Accounts for Integrated Cash Position Manager (ICPM)

Refer to the ICPM User Guide for instructions on managing accounts for that service.

Managing Accounts for Loan Management

Refer to the Loan Management User Guide for instructions on managing accounts for that
service.

Maintaining Members for Lockbox Plus Coupon

Member Maintenance provides administrators the ability to maintain user security levels for
accessing Lockbox Plus Coupon information.

New users must first be created in CAT. Also, deleting users and modifying general
information such as name, phone number, and email address can only be done through CAT.
Changes made in CAT will reflect in the Lockbox Plus Coupon application. For detailed
instructions, refer to the following sections in this user guide: Adding a New User and Managing
User Information.

To assign user security levels, from the left navigation menu, select Member Maintenance.
Then, select maintain user.

Lockbox Plus Coupon EUSINESS CONNECT ADUISOR v
Members Hu
» Members Hub
w Lockbox Tools Lockbox Activities
" Transmissi-;ns-‘FiIes Today's Activities Data
© TETIEET TETIETEEs Amount Processed: $1,320,673.87
» maintain user .
» maintain entit ESE L3
o Current Exceptions 9
Member FDIC January 2016
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From the drop down box under Edit Users, select the user and then select Edit.

Lockbox Plus Goupon

Member Maintenance > Maintain User

» Members Hub .
w Lockbox Tools Edit Users

= Transmissions/Files Please Select a User v
U e e
« maintain entity Member: Comerica Demo
First Name: Last Mame:
Login UserMame:
Security Level Select a Security Level n
Access Entity Permission Allow All Deny All
[] 0000 — Web Rejects —— 999004
[] 0001 —— Green Gardens Apartments —— 999004
[] 0002 —— Sierra Vista Condos —— 099004
[] 0003 —— Oaktree Villas —— 099004
[] 0004 —— Valley Cottage Townhomes —— 999004
[ ooos Mountainview —— 999004
[] 0006 —— 37th Street Development  —— 993004
[] 1234 —— Acme ——- 999004
[] 5678 —— Correspondence Only -——- 1999004
Submit Clear

To change the security level of the user, click the arrow next to the Security Level drop-down
box and select the new level of authority.

Edit the User

Member Mame: Comerica Demo

User Mame: mnetdemouserguide

Security Level: LE

New Security Level: Select a Security Level v

Access Entity Permission:  Aiiaaemein i Az

LBX Tools User with Exceptions

LBX Tools User without Exceptions | —— 999004
I\.le‘mberAdministrator i — 999004
0002 — Sierra Vista Condos =~ — 999004
0003 — Oaktree Villas  — 999004
0004 — Valley Cottage Townhomes —— 999004
0005 — Mountainview — — 999004
0008 — 37th Street Development  — 999004
1234 — Acme — 999004

Submit | Clear Cancel

Security Level Definitions:

o LBX Tools User with Exceptions - allows the user to view all lockbox activities and edit
exception transactions.

e LBX Tools User without Exceptions - allows the user to view all lockbox activities but
they cannot edit exception transactions.

e Member Administrator - allows the user to set up other users for Lockbox Plus
Coupon.

Important Note: The Online Exception module must be added to your lockbox service before

provisioning the LBX Tools User with Exceptions option. Without this module, exceptions
cannot be viewed.

Member FDIC January 2016
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To add or remove an entity from the user, select the box next to the entity name, which will add
or remove the checkmark. Then, select Submit. You will receive a message confirming that
the user has been updated.

Edit Users

Please Select a User v Edit

The user has been successfully updated.
Add a New User
Member: Comerica Demo

First Mame: Last Name:

Login UserMame:

Security Level: Select a Security Level v

Access Enfity Permission: Allow All | Deny All
[] 0000 — Web Rejects ——- 999004
[[] 0001 — Green Gardens Apartments —— 999004
[] 0002 — Sierra Vista Condos —— 999004
[[] 0003 — Oaktree Villas ——- 999004
[[] 0004 — Valley Cottage Townhomes —— 999004
[] ooos
[[] 0006 —— 37th Street Development  —— 999004
[] 1234 — Acme ——- 999004

Mountainview —— 999004

submit | Clear

Managing Accounts for Positive Pay and Image Services

User Maintenance for Positive Pay and Image Services provides customer administrators the
ability to assign accounts and templates to users. Templates represent the functions or
services you have subscribed to which are available to customer administrators for user
administration purposes. Assigning a template grants a user the ability to perform a specific
function within Positive Pay and Image Services. In conjunction, accounts are assigned to
users to grant access to specific accounts. Administrators can also assign lockbox accounts for
customers with Lockbox Image Services. Therefore, to grant a user access to a specific
function (for example, Positive Pay, Paid Items, Lockbox), the administrator assigns the
account, template, and lockbox (if applicable), which can be completed in any order.

Important Note: Functions cannot be segregated by account. If the customer administrator
assigns a specific template (function) to a user, the user will have access to that function for all
associated accounts assigned to them. For example, if a user has the Positive Pay template
and five accounts with the Positive Pay Service, the user will have access to Positive Pay on all
five accounts.

A list of templates available for Positive Pay and Image Services can be found in the Appendix.

From the User Maintenance page, an administrative user can:

e Assign accounts
e Assign templates (functions)
e Assign lockbox accounts (for Lockbox Image customers)

If you have dual user authorization which requires a second approver for user maintenance

activities, the ‘User Authorization’ page will be available to administrative users. This allows
administrators to approve accounts, templates, and lockbox accounts assigned to users by

another administrator. When dual authorization is established for your organization,
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administrators cannot approve actions they have performed or affect their own entitlements.
Therefore, your company must have at least three users designated as administrators
when the dual authorization option is used. For example, if Administrator A assigns an
account to Administrator B then Administrator B cannot approve this change. Administrator C
will need to approve the changes made to Administrator B.

Dual user authorization is an optional feature for adding accounts, templates, and lockbox
accounts to users. However, removing these features does not require two approvers.

When you select Modify Entitlements next to the Positive Pay and Image Services service in
CAT, the Positive Pay and Image Services Administrative Services page will display.

Comerica

Administrative
Services

» User Maintenance

Positive Pay and Image Services

General Information

» Session Summary

» E-mail Comerica's Treasury Management Customer Service Department:
Michigan Market 1-800-852-3645
Texas Market 1-800-688-6996
Western Market 1-800-639-4691

Viewing User Profiles

To view user profiles, under Administrative Services, select User Maintenance. Then, from
the Services Selections menu, select Users.

Lsers Lsers

Accounts (AutoVerify) Assign Accounts - auto verify
Templates (AutoVerify) Assign Templates - auto verify
Lockbox (AutoVerify) Assign Lockbox - auto verify

Note: Lockbox will only display if you have subscribed to Lockbox Image Services.
AutoVerify will not appear if you have the dual approval option.
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A list of existing users with the current status and last login date will display. To sort by User
Code, click on the drop-down box next to Sort By and select User Code.

User List

Click on the submit button to view user profiles.

Sort By (Preference 1): User Code ¥ |[JDescending

[~ susmit |

BECKYS MNo MNo 03/20/2008
USERO1 MNo MNo 06/08/2009
USEROZ2 MNo MNo 05/28/2009
USERO3 Mo Mo 05/26/2009
USERO4 MNo MNo 05/05/2009
USEROS Mo Mo 06/09/2009
USEROB MNo MNo 08/01/2005
USEROY Mo Mo
USEROS MNo MNo
USEROS Mo Mo 05/26/2009
USER10 MNo MNo
USER11 Mo Mo
USER12 MNo MNo
USER13 Mo Mo
USER14 MNo MNo
USER15 Mo Mo 01/27/2006
USERZ21 MNo MNo 06/01/2009
USER22 MNo MNo 07/18/2006
USER23 Mo Mo 02/07/2009

The default sort is ascending order. To change the sort, check the box next to Descending.

Select Submit to view the sorted list. Select Return to Service Selection to return to the
previous menu.

Note: To view account functions assigned to each user, see the User Entitlement Report in
CAT.

Adding and Removing Accounts
To add and remove accounts, under Administrative Services, select User Maintenance.

Note: The User Authorization tab will display if you have elected to require a second approver
for user maintenance activities. Then, from the Services Selections menu, select Accounts.

Lsers Lsers

Accounts (AutoVerify) Assign Accounts - auto verify
Templates (AutoVerify) Assign Templates - auto verify
Lockbox (AutoVerify) Assign Lockbox - auto verify

Note: Lockbox will only display if you have subscribed to Lockbox Image Services.
AutoVerify will not appear if you have dual user authorization.
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To select a user, click on the drop-down box, select a user, and then select Submit.

User Maintenance
Positive Pay and Image Services

Account Criteria

Click on the submit button to view the account assignment for a user.

* Mote: Required fields are marked with an *.
= Select a User: MHNETDEMOEKL -

suBMmIT |

To assign an account, click on the box next to the account number under the Assign column.
Note: If a box is already checked, the account is currently assigned to the user.

Account List
User Name:MNETDEMOEKL
1850000011 CHECKS ONLY
[] 1850000022 %‘fgg’zgm
[1 1850000033 ggiggshé‘
[0 1850885946 ZEEOIJEFI DEMO
[0 1850942325 EEEOIJPE‘#EEMO
O 1851147247 EQ?OIJETEEMO
1851933174 ’;EgV?EENERY MNETDEMOUSER2 ?g{;ggug
ANDREWS
[ 1851933190 SHIPPING
COMPANY
O rosisaazon SUOTAUNCH,
[0 1851933216 EEEEITPES 5
[0 1851933240 gi\?ggR%HOG

To assign all accounts listed, select the Assign All button. If you have a large number of
accounts to assign, click Assign All and then remove the check mark next to the accounts you
don’t want the user to have access to.

To remove an account, eliminate the checkmark by clicking the box next to the account number.
You can remove all accounts by selecting the Un-Assign All button.

If an account is deleted from the service, the administrator and the user will no longer see the
account number. This action occurs immediately after deletion.
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Select Submit. A message will display confirming changes were processed successfully.
Select Return to Service Selection for the previous menu.

Account List

User accounts assigned/deassigned successfully. (11337)

| suBMIT || assiGNALL || UN-ASSIGN ALLIJRETURN TO SERVICE SELECTION]

User Name:MNETDEMOEKL

Ass" Account # Account Name Maintained By g;:ta'ned anpr(wed #;l:(wed
1850000011 CHECKS ONLY MNETDEMOUSER1 ?2}';3!??09
CHECKS AND
F 1850000022 INVOICES
CHECKS &
] 1850000033 COUPONS
PAID ITEMS DEMO
F 1850885946 ACCOUNT 1
PAID ITEM DEMO
(" | 1850942325 ACCOUNT 3
PAID ITEM DEMO
[0 1851147247 ACCOUNT 2
ABC DELIVERY 06/11/2009
1851933174 SERVICE MMNETDEMOUSERZ 16:52:20

ANDREWS
1851933190 SHIPPING
COMPANY

ERADY BUNCH
(azelCesnlie FAMILY CENTER

MUNSTER'S
1851933216 MOLDING

GROUNDHOG
1851933240 DAYCARE

O oo o

Note: Changes are effective immediately. If dual authorization is required, users will have
access to accounts upon final approval.

Adding and Removing Templates

Templates represent the various functions available with Positive Pay and Image Services.
Adding or assigning a template grants a user access to specific functions associated with each
template.

To add and remove templates, under Administrative Services, select User Maintenance.
Then, from the Services Selections menu, select Templates.

sers Lsers

Accounts (AutoVerify) Assign Accounts - auto verify
Templates (AutoVerify) Assign Templates - auto verify
Lockbox {AutoVerify) Assign Lockbox - auto verify

Note: Lockbox will only display if you have subscribed to Lockbox Image Services.
AutoVerify will not appear if you have dual user authorization.
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To select a user, click on the drop-down box, select a user, and then select Submit.

Template Criteria

Click on the submit button to view the template assignment for 2 user.
* Note: Required fields are marked with an =.

= Select a User: MMNETDEMOEKL w

To assign a template, click on the box next to the template name under the Assign column.

You can assign more than one template at a time or use the Assign All button to add all
templates listed. To remove a template, eliminate the checkmark by clicking the box next to the
template name.

Template List
SUBMIT | AssiGN ALL || UN-A35IGN ALL ] ReTuRN T0 sErvice sELECTION]
User Name: MNETDEMOEKL
S0
DEPOSITED ITEMS MMNETDEMOUSER2 Eggg’zgug MNETDEMOUSERZ
O LB CHECKS OMLY
i LB CHECKS&COUPONS
(] LB CHECKS&INVOICES
06/19/2009
BAID ITEMS MNETDEMOUSER3 13:29:45
O PAID ITEMS RPT DOWNLOAD
[F] POSITIVE PAY ARCHIVE DNLD
O POSITIVE PAY UPDATE
[ POSITIVE PAY VIEW
(] USER AUTHORIZATION
|:| USER MAINTENANCE
SUBNIT || ASSIGNALL [] UN-ASSIGN ALL]
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Select Submit under the Template list to apply your assignment changes. A message will
display confirming your assignment changes were processed successfully.

Template List

Template(s) assigned/deassigned successfully. (11393)

SUBMIT || ASSIGNALL || UN-ASSIGN ALLIJ RETURN TO SERVICE SELECTION]|

User Name: MNETDEMOEKL

P Maintained Approved
gn Template Name Maintained By Date Approved By Date

DEPOSITED ITEMS MNETDEMOUSERZ LEnATE MNETDEMOUSERZ

13:29:45
O LB CHECKS ONLY
] LB CHECKS&COUPONS
O LB CHECKS&INVOICES

06/18/2009
PAID ITEMS MNETDEMOUSER3 13:20:45

PAID ITEMS RPT DOWNLOAD
POSITIVE PAY ARCHIVE DNLD
POSITIVE PAY UPDATE
POSITIVE PAY VIEW

USER AUTHORIZATION

USER MAINTENANCE

oogoooo

SUBMIT || assienALL | un-AssiGuALL

Note: Changes are effective immediately. If dual authorization is required, users will have
access upon final approval.

Adding and Removing Lockbox Accounts

To add and remove lockbox accounts, under Administrative Services, select User
Maintenance. Then, from the Services Selections menu, select Lockbox.

SERVICE SELECTIONS

Lsers Users

Accounts (AutoVerifyl Assign Accounts - auto verify
Templates (AutoVerify) Assign Templates - auto verify
Lockbox (AutoVerify) Assign Lockbox - auto verify

Note: AutoVerify will not appear if you have dual user authorization.
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To select a user, click on the drop-down box, select a user, and then select Submit.

Lockbox Criteria

Click on the submit hutton to view the lockbox assignment for 3 user.
* Note: Required fields are marked with an =,

* Select a User: | MICBCTSTAUSERZ2 »

SUBMIT |

Lockbox List

suBMIT || AssiGNALL |] UN-ASSIGN ALL]| RETURN TO SERVICE SELECTION|

User Name: MICBCTSTAUSER2

A t Lockbo: Lockbo: Maintained A ed
Assign CEON e Maintained By S, Approved By SD
Number Name Type Date Date
Checks &
201 TEST ecks
Coupons
TEST 2 Checks &
202 ecks

LOCKBOX Invoices

SUBMIT || ASSIGNALL |J UN-ASSIGNALL]|

To assign a lockbox, click on the box next to the account number under the Assign column or
use the Assign All button for all accounts.

To remove a lockbox, eliminate the checkmark by clicking the box next to the account number.
You can remove all lockbox accounts by clicking the Un-Assign All button.

Select Submit under the Template list to apply your assignment changes. A message will
display confirming your assignment changes were processed successfully.

Lockbox({es) assigned/deassigned successfully. (11389)

SUBMIT | AssIGNALL ] UN-ASSIGN ALL|J RETURN TO SERVICE SELECTION|

ser Name: MICBCTSTAUSERZ

Account Lockbox Lockbox - Maintained
Maintained By
Number Name Type Date
Checks & 11/05/2010
201 TEST ecks & rcpeTsTADMINg L0
Coupons 11:04:02
TEST 2 Checks & 11/05/2010
202 Eﬂ ® MICBCTSTADMIMNL 105/
LOCKBOX Involces 11:04:02

SUBMIT | AsSSIGNALL || UN-ASSIGN ALL]

Note: Changes are effective immediately. If dual authorization is required, users will have
access upon final approval.
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Dual User Authorization

Dual authorization is an optional feature for adding or assigning accounts, templates, and
lockbox accounts. However, removing these features does not require two approvers.

Approving Account and Template Assignments

To authorize account assignments, under Authorization, select User Authorization.

Comerica

Administrative
Services

k User Maintenance

Positive Pay and Image Services

Authorization

» User Authorization
Comerica's Treasury Management Customer Service Department:

General Information Michigan Market 1-800-852-3649
Texas Market 1-800-688-6996
Western Market 1-800-639-4691

* Session Summary

» E-mail

From the Service Selections menu, select Accounts.

Lsers Lsers

Accounts Accounts

Templates Assign Templates to Users
Lockbox Assign Lockbox to Users

Note: Lockbox will only display if you have subscribed to Lockbox Image Services.

To select a user, click on the drop-down box, select a user, and then select Submit. Only users
awaiting final approval will be displayed.

Account Criteria
Click on the submit button to authorize the account assignment for a user.
* Mote: Required fields are marked with an =.
* Select a User: MHETDEMOEKL w
SUBMIT |
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To authorize all accounts listed, select the Authorize All button. If an account should not be
approved, remove the checkmark by clicking the box next to the account number. If you need
to start over and clear your selections, select the Reset All button.

User Authorization
Positive Pay and Image Services

Account Criteria

Click on the button to view the user selection criteria.

CRITERIA ||

Account List

[~ SUBMIT 1| AUTHORIZE ALLI| RESET ALL | reTur 10 service seLecron|

User Name: MNETDEMOEKL

aintained

1851933364 REPLACEMENT MNETDEMOUSERG 10;08{‘2009
13:46:22
CENTER
BUFFALO BILL'S 10/08/2009
1851932414 WESTERN RODEO MNETDEMOUSERS 13:46:72
BROKEN ARROW 10/08/2009
1851933422 ARCHERY MNETDEMOUSERG 13-46:22
GOMER PYLE ARMY 10/08/2009
1851933430 RESERVES MNETDEMOUSERS 13:46:22

Select Submit. A message will display confirming your authorization was processed
successfully. The message will not have any accounts listed when using the Authorize All
option. Otherwise, accounts that were not authorized will remain on the list pending approval.
Users will have access to accounts upon approval.

Account(s) authorized successfully. (11399)

SUBMIT || AUTHORIZE ALL]|  RESET ALL || RETURN To SERVICE SELECTION]

User Name: MNETDEMOEKL

Account(s) authorized successfully. (11399)

SUBMIT || AUTHORIZE ALL]| RESETALL |
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To authorize account assignments for another user, select the Criteria button at the top of the
page. To return to the previous menu, select Return to Service Selection or select User
Authorization on the left side navigation bar.

Account Criteria

Click on the button to view the user selection criteria.

CRITERIA ||

Account List

Account(s) authorized successfully. (11299)

[~ SUBMIT | AUTHORIZE ALLI] ~ RESET ALL ] RETURN To servce SeLEcToN|

User Name: MNETDEMOEKLZ

10/08/2009

Account Name

Account #

PROD CUST EOB
| 1850586072 leSUE MNETDEMOUSERS |2/ ,c' ¢

PROD CUST TEST 10/08/2009
0 1850625789 Fom MNETDEMOUSERE ./ ,c" =

SUBMIT || AUTHORIZE ALL]] RESETALL |

To authorize template assignments, from the Service Selections menu, select Templates.

SERYICE SELECTIONS

sers sers

Accounts Accounts

Templates Assign Templates to Users
Lockbox Assign Lockbox to Users

Note: Lockbox will only display if you have subscribed to Lockbox Image Services.

To select a user, click on the drop-down box, select a user, and then select Submit.

Template Criteria

Click on the submit button to authorize the template assignment for 2 user.
* Mote: Required fields are marked with an *.

= Select a User: MHETDEMOEKL v
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To view associated template functions, click on the template name. A pop-up window will
appear displaying the specific functions associated with each template.

Template List

sUBMIT || AUTHORIZE ALLI]  RESET ALL ] RETURN TO SERVICE SELEGTION|

User Name: MNETDEMOEKL

B Maintained Date
LE CHECKS ONLY MMNETDEMOUSERZ2 07/09/2009 09:55:32

O

O LB CHECKS&COUPOMNS MMNETDEMOUSER2 07/09/2009 09:55:35
1 LB CHECKS&INVOICES MMETDEMOUSERZ 07/09/2009 09:55:38
O FAID ITEMS RPT DOWRNLOAD MNETDEMOUSER2 07/09/2009 09:55:45
] POSITIVE PAY ARCHIVE DNLD MMNETDEMOUSER2 07/09/2009 09:55:50
O POSITIVE PAY UPDATE MMETDEMOUSERZ 07/09/2009 09:55:56
1 POSITIVE PAY VIEW MMNETDEMOUSER2 07/09/2009 09:56:02

SUBMIT || AUTHORIZE ALL]] RESETALL |

A Template Functions - Microsoft Internet Explorer provided by Co... :

Print Close Window
Service List

Positive Pay
Paositive Pay View
Positive Pay Archive

] >

To authorize all templates, select the Authorize All button. If a template should not be
approved, remove the checkmark by clicking the box next to the template name. If you need to
start over and clear your selections, select the Reset All button.
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Select Submit. A message will display confirming your authorization was processed
successfully. The message should not have any templates listed when using the Authorize All
option. Otherwise, accounts that were not authorized will remain on the list pending approval.
Users will have access upon final approval.

Template Criteria

Click on the button to view the user selection criteria.

CRITERIA |

Template List

Template(s) authorized successfully. (11395)

SUBMIT  |J AUTHORIZE ALL]]  RESET ALL |J RETURN TO SERVICE SELECTION|

User Name: MMETDEMOEKL
Authorize Template Name Maintained B Maintained Date
Template(s) authorized successfully. (11395)

SUBMIT || AUTHORIZE ALL]] RESETALL ||

To authorize templates for another user, select the Criteria button at the top of the page. To
return to the previous menu, select Return to Service Selection or the User Authorization tab.

Approving Lockbox Assignments

To approve lockbox assignments, under Authorization, select User Authorization.

ComericaA
User Authorization
Positive Pay and Image Services
Administrative
Services
» User Maintenance 0 5
Service Description
e — Accounts Accounts
o on Templates Authorize User Templates
» User Authorization Lockbox Authorize User Lockbox
General Information
» Session Summary
» E-mail
Member FDIC January 2016

33



From the Service Selections menu, select Lockbox.

Users Lsers

Accounts Accounts

Templates Assign Templates to Users
Lockbox Assign Lockbox to Users

To select a user, click on the drop-down box, select a user, and then select Submit. Only users
awaiting final approval will be displayed.

Lockbox Criteria

Click on the submit button to authorize the lockbox assignment for a user,
* Note: Required fields are marked with an =.

* Select a User: MICBCTSTAUSERS +

To authorize all lockbox accounts listed, select the Authorize All button. If a lockbox should not
be approved, remove the checkmark by clicking the box next to the account number. If you
need to start over and clear your selections, select the Reset All button.

Lockbox List

SUBMIT AUTHORIZE ALL]] RESET ALL

User Mame: MICBCTSTAUSER3

Authorize Account Number Maintained By Maintained Date
Checks & 11/09/2010
201 TEST ses MICBCTSTAUSER2 109/
Coupons 12:38:17
TEST 2 Checks & 11/09/2010
202 ) MICBCTSTAUSER2 /09/
LOCKBOX Invoices 12:38:17
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Select Submit. A message will display confirming your authorization was processed
successfully. The message should not have any lockbox accounts listed when using the

Authorize All option. Otherwise, the lockbox accounts that were not authorized will remain on

the list pending approval. Users will have access to lockbox accounts upon approval.

Lockbox(es) authorized successfully. (11394)

sUBMIT || AUTHORIZE ALLI]  RESET ALL || RETURN TO SERVICE SELECTION|

User Name: MICBCTSTAUSERS

Lockbox Lockbox
Name Type

Authorize Account Number

Lockbox(es) authorized successfully. (11394)

Maintained By

Maintained Date

SUBMIT || AUTHORIZE ALLI] RESETALL |

To authorize lockbox account assignments for another user, select the Criteria button at the top
of the page. To return to the previous menu, select Return to Service Selection or select User

Authorization on the left side navigation menu.

Session Summary

To view your activity, under General Information on the navigation menu, select Session

Summary.

f CcomericA

» User Maintenance

Session Summary

Session Summary

_ Date/Time Ref# Transaction Amount ;::22'““‘ Igcounl Status
?if;gfggug - GetallUserTemplateStatusList  $0.00 - - Successful.
» User Authorization 06,"22}2009
14:33:24 - UserTemplateVerify $0.00 - Successful.
_ fi‘g?’.’gg”g - GetAllUserTemplateStatusList  $0.00 - Successful.
» Session Summal
& v6/22/2008 - GetAllusersAccounts $0.00 - Successful.
»E-mail 14:27:21
06/22/2009
14:27:15 - GetAllusersAccounts £0.00 - Successful.
06/22/2000
14:26:57 - Legon $0.00 - Successful.
06/22/2009
11:41:32 - Logoff £0.00 - Successful.
05/22/2009
11:26:49 - GetallUsersaAccounts $0.00 - Successful.
06/22/2009
11:26:39 - GetAllUsersAccounts £0.00 - Successful.
06/22/2009
11:26:11 - GetUser £0.00 - Successful.
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TM Alerts Customer Management

To display the TM Alerts Customer Management page, select the Modify Entitlements link for

TM Alerts in the User Services section of CAT.

k . » Comerica.com  » About | »ContactUs
Comerica Business Connect
You are currently logged in Log Qut
— e e v — - — e - —
T Alerts
Customer Management Customer Management Reports

110 21 of 21 alert users displayed below

Show entries: First Previous | Next Last
NAME { cusToMER CODE { user 1D E:STE MODIFIED 1 | ockeD BY gs;é;ﬁ:_’;n g
KRISTTEST, KRISTYTEST mnetdemo mnetdemoUSERIE9S 12/05/2011 12/19/2011

Demouser. internal mnetdemo mnetdemouserd15 12/06/2011

Demouser. internal mnetdemo mnetdemouserdnl 12/06/2011

Demouser. internal mnetdemo mnetdemouser215 12/04/2011

Important Note: To assign alerts to CBC users, you must assign a phone number in the User
Information section of CAT, as this is required for sending alerts.

Editing User Information

To edit user information, select the name link on the Customer Management page for the user
you wish to edit. To find a user, enter the name in the Search box, which will display all
matching criteria on the screen. Depending on the number of matching results, you may need
to select the Next link at the bottom of the page to see other matching users or you can expand
the number of entries by changing the Show entries option at the bottom of the page.

. . + Comericacom | » About | » Contact Us
Comerica Business Connect
You are currently logged in Log ©ut
e e ]
— - — e R — e - —
T Alerts
Customer Management Customer Management Reports

CUSTOMER MANAGEMENT

Search: |customer

PRINT | [CREATE TM ALERT USER

1to 3 of 3 alert users displayed below (of 26 total entries)

Show entries First Previous | Next Last
NAME {l CUSTOMER CODE { uSER ID PR MOPIFIED ) LockeD BY hEbulEy g
Customer, Sample mnetdemo mnetdemosam 12/06/2011

Customer, Sample mnetdemo 12/06/2011

Customer, Sunny mnetdemo mnetdemosunny 12/06/2011

Show entries First Previous | Next Last
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In the Current User Information section, the Time Zone and User Status are the only items that
you can update for CBC users. You must change other information in CAT, which will update
the information on the following screen (updates may take a few minutes to display).

To change the User Status or Time Zone, select Edit on the top right side of the Current User
Information section.

Customer Management Reports

CURIRENT LSER INFORMATION

COMPANY HAMF USER STATUS

Cuntury City Cuslomer. Sunny Addier

CUSTOMER CODE USERID

mnatdema mnetdemaEunny

ADORESS

PHONE EXT TINE ZONE
009.535.9999

CURRENT DEVICE S ADD DEVICE
CBC EMAIL P—
EDIT

Default Email =0,
SunnyEcomanica com
Send anyime
A

CHLL PHONE(S) r—
Mobila EoIT DELETE
SunnyEcomenca com
Sand A
PP

——
CURRINT T ALERTS [#00 Th ALenT] [cLone

Exran aut) [couarse ai|
ARP

. Becon Dulput File Avsitable

| ACTIVATE TH ALERTS | | SUSPEND TH ALERTS | | DELETE TH ALERTS |

Unique Id

Hickname Device Status TH Alert Status SELECT: ALL|NOME
PARFO00000 wayrall aczive Aczive [T o
- EStatoment
y [t [AcTivare i aLikis| (suseeno im auikts| (oo i acers
Aeet Ho Bevier

Hitkname Deviee Stalus TH Mert Stalus SELLCT: ALL | ga

5076543210 sunnySeomerics.com Test

Active Active |eo1T {3}

On the Edit Subscriber page, select the appropriate button to change the User Status to Active

or Suspended. To change the Time Zone, click the drop-down box to select the time zone.
When you are done, select Save.

EDIT SUBSCRIBER
Time Zone
Eastern Standard Time {§3

User Status
@ Active

O suspended

EDIT SUBSCRIBER

Time Zone

Pacific Standard Time %
Eastern Standard Time
Central Standard Time
Mountain Standard Time

o] Suspended
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The changed information displays.

User Information

CURRENT USER INFORMATION
COMPANY NAME USER STATUS

Century City Customer, Sunny Active

CUSTOMER CODE USERID

mnetdemao mnetdemosunny

ADDRESS

PHONE EXT TIME ZONE

999-999-9999 Pacific Standard Time

Adding and Editing Devices

To add a device such as email, cell phone, pager, or PDA, in the Current Devices section,
select Add Device.

Customer, Sunny - Davices

CURRENT DEVICES

CBC EMAIL
EDIT
Default Email
sunny@comerica.com
Send anytime

Active
CELL PHONE(S)

Mobie
sunny@comerica.com

Send anytime

Active

Under Device Type, click the drop-down box and then select the appropriate device.
Note: Some devices may not be available for every Alert type.

ADD NEW DEVICE

All form fields are required.

DEVICE TYPE DEVICE ADDRESS
v
DEVICE NICKNAME Sample valid device addrezzes:

STATUS
@ active
O Suspended

TM Alerts will be sent
@ anytime

All form fields are required.

DEVICE TYPE

O Only between Ernall v
Cell Phone

[ A0D nEw pEVicE | | canceL | oo

e Enter the Device Address.
e Enter the Device Nickname.

e Select the Status by selecting the button next to Active or Suspended.
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e Select the button next to Anytime or you can select Only between to send Alerts to this device
within a certain time frame. Click the drop-down box to select the times. Alerts sent outside of
the designated time frame will be received at the start time the following day.

ADD NEW DEVICE

All form fieldz are required.

DEVICE TYPE DEVICE ADDRESS
Email v sunny2@comerica.com

DEVICE NICKNAME Sample valid device addresses:

Work
Email: CJSmith@ABC.org
Cell: 24593334444@mes=aging.zprintpcs.com
Pager: 2144447777 @myairmail. com
STATUS
@ Active

O Suspended
TM Alerts will be sent

O 7:30 am W
Anytime v

® Only between

[ ApD nEw pEvice | [ canced |

To complete the device set-up, select Add New Device.

To change a device, click U next to the device. Update the information you wish to change. To save your

changes, select Save Device.

Note: Email addresses provisioned from CAT cannot be changed in TM Alerts. Changes must be
administered in CAT, which will update the information in TM Alerts.

‘Customer, Sunny - Devices

CURRENT DEVICES

CBC EMAIL
Default Email
sunny@comerica.com
Send anytime
Active

EMAIL(S)
Work
sunny2@comerica.com
Send between 7:30am and S5pm
Active

CELL PHONE(S)
Mobile
sunny@comerica.com
Send anytime
Active

You can remove a device by selecting the Delete button next to the device, with the exception of the

Default email.

EDIT DEVICE

All form fields are required.

DEVICE TYPE DEVICE ADDRESS
sunny2@comerica.com

DEVICE NICKNAME Sample valid device addresses:

Work:
Email: CJSmith@ABC.org
Cel: 2493334444@mes=aging.sprintpcs.com
Pager: 2144447777 @myairmail. com
STATUS
@ Active

O Suspended

TM Alerts will be sent
O anytime

[0} Only between

7:30 am b

5:00 pm w
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Note: The customer is responsible for maintaining updated address information so alerts can be
delivered appropriately and for ensuring any message delivery security in place at your company will
allow delivery of these messages. You agree that Comerica Bank may rely on the email address(s) you
provided for purposes of sending you your notifications. You are deemed to have received the notification
on the day the Bank sends the notification to the email address you provided. It is your responsibility to
(i) notify the Bank of any change or changes to any email address you provided for this Service, (ii) to
ensure that any internal email delivery restrictions at your company/on your computer support receipt of
these notifications and (iii) to review the notification in a timely manner.

Adding and Editing Alerts

To add an alert to a user, in the Current TM Alerts section, select Add TM Alert.

Lannie, Jannie - Alerts

‘CURRENT TM ALERTS l

ADD TM ALERT | [_cLONE |

[ exeanpal || couapseal |
ARP
Wire

Select the drop-down box under TM Alert Family and then select the service.

ADD NEW TM ALERT

TM Alert Family:

Select... 2
ARP
EStatement

ADD NEW TM ALERT |  CANCEL

Select the TM Alert Type, if applicable.

ADD NEW TM ALERT

TM Alert Family:
ARP v

TM Alert Type:

Select... v
Select. .

Recon Output File Available

ADD NEW TM ALERT | | CANCEL

Under the Deliver To section, select the address where the alert should be sent.

ADD NEW TM ALERT
TM Adert Family:
T v
TM Adert Type:
Recon Sutput File Available %

D Tox

[ 0 mews Taa avent | [cancer |

Select the Account/Unique Identifier and enter a Nickname, as nicknames are included in some of the
alert messages for identification purposes. Nicknames are required since they are used in the
messaging of alerts. When using a Nickname, never use your full account number for security reasons.

Under Subscription Status, select the Active or Suspended button.

You can identify priority alerts by checking the Priority Alert box. This option allows you to display Priority
in your alert message in your inbox.
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ADD NEW TM ALERT

TM Alert Family: Accounts/Unique ldentifier:
ARP v
TM Alert Type:

Recon Output File Available

Deliver To:
Work v

Nickname:
Test

Subscription Status:
® aclive
O sus pended

Identify As Priority Alert: [

(a0 new Tm ALerT | [canced |

When you are finished, select Add New TM Alert.

The new alert will appear in the Current TM Alerts section for the user.

Customer, Sunny - Alerts

(Expanp ALL] [coLLapsE aLL|

ARP
EStatement
Estatement ACTIVATE TM ALERTS| [SUSPEND TM ALERTS | [DELETE TM ALERTS
Acct No Device Nickname Device Status TM Alert Status SELECT: ALL|NONE
9876543210 sunny@comerica.com Test Active Active EDIT |:|

To edit an alert, go to the Alerts section and expand the alert family (for example, Wire) to display the list.
Locate the alert you wish to change and select Edit.

Customer, Sunny - Alerts

[Expanp ALL] [coLLapsE ALL]
ARP

Recon Output File Available

ACTIVATE TM ALERTS| [SUSPEND TM ALERTS| [DELETE TH ALERTS

Unique Id Device Nickname Device Status TM Alert Status SELECT: ALL |NONE
PARPO0000D sunny2@comerica.com Test Active Active EDIT [P
PARPOOOOOD sunny@comerica.com Payroll Active Active EDIT [F
EStatement
HAEETE ACTIVATE TM ALERTS | [SUSPEND TM ALERTS | [DELETE TH ALERTS
Acct No Device Nickname Device Status TM Alert Status SELECT: ALL |[NONE
9876543210 sunny@comerica.com Test Active Active EDIT |:|
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Select your changes by clicking the drop-down box or other changeable fields as described
previously.

EDIT ALERT
TM Alert Family: Accounts/Unigue Identifier:
1234567890
4449999990
TM Alert Type:
Deliver To:
Default Email |+
Select...
Default Email
Work Nickname:

Test

Subscription Status:
@ Active
@] Suspended

Identify As Priority Alert: [

SAVE ALERT [ | CANCEL

For some alerts you can limit the notifications you receive by setting up a dollar threshold. Using
the default of Any Amount will notify you on all activity.

Only send me notification when the value is:

Any Amount

E)(EICtl'y"
Le== Than or Equal To
Greater Than or Equal To

When you are finished, select Save Alert.
To delete an alert from a user, select the check box next to the alert. Select Delete TM Alerts.

Customer, Sunny - Alerts

[ExPanD ALL] [coLLaPsE ALL|

ARP
Recon Output File Available [ACTIVATE TM ALERTS] [SUSPEND TM ALERTS| [DELETE TM ALERTS]
Unique Id Device Nickname Device Status TM Alert Status SELECT: ALL |[NOHE
PARPO00000 sunny2@comerica.com Test Active Active [F
PARPO0ODOD sunny@comerica.com Payroll Active Active )
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You can copy alerts from one user to another by using the Clone feature in the Current TM

Alerts section. Only one alert family (for example, ARP, Wire) can be cloned at a time. Select
Clone to assign alerts to the user you are editing.

Customer, Sunny - Alerts

CURRENT TH ALERTS

[ExpanD ALL] [coLLapsE aLL |
ARP

Recon Output File Available

ACTIVATE TM ALERTS| [SUSPEND TM ALERTS| [DELETE TM ALERTS

Unique Id Device

Nickname Device Status TM Alert Status SELECT: ALL |[HONE
PARPO00000 sunny2@comerica.com Test Active Active EDIT F
EStatement
T ACTIVATE TM ALERTS| [SUSPEND TM ALERTS| [DELETE TM ALERTS
Acct No Device Nickname Device Status TM Alert Status SELECT: ALL |[HONE
9876543210 sunny@comerica.com Test Active Active

5

Select the drop-down box and then select the user you want to copy the alert setup from for this

user. Selectthe TM Alert Family by clicking the drop-down box and highlighting the service you
want to copy.

CLONING ALERTS TO: Customer, Sunny

CLONING ALERTS
FROM

Demouser, Internal ~

T ALERT FAMILY:

EStatement v

Check the box next to each alert you want added to the user. You can also click Select All or
None. Then, select the address for the alerts to be sent to under Device Address Selection.

For each device selected in the TM Alerts Selection, you must select a corresponding address
type in the Device Address Selection.

CLONING ALERTS TO: Customer, Sunny

CLONING ALERTS
FROM

Demouser, Internal 0

TM ALERT FAMILY

EStatement

TM ALERTS SELECTION

EStatement
Kristy
Kristy

Kristy

DEVICE ADDRESS SELECTION

EMAIL

Select One ... hd
sunny@comerica.com
sunny2@comerica.com

1234567890:1234567890
4449999990:4449399950

9876543210:9876543210

This device address will be applied to the EMAIL alert(s) selected above.

SELECT: ALL | NONE

ecorbin@comerica.com

EMAIL
ecorbin@comerica.com EMAIL [F]
ecorbin@comerica.com EMAIL F

When you are finished, select Submit.
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The new alerts will appear in the Current TM Alerts section of the user you assigned them to.

Lustomer, Sunny  Alerts

CURRENT TM ALERTS (a0 T# ALERT] [CLONE
| CoLLAPSE ALL
» ARP

o Bmcon Cuatput File Available

[AcTIvATE Th ALERTS | [SUSFEND Th ALERTS | [DELETE TH ALERTS |

Unique 1d Device Nickname Device Status TH Alert Status SELECT: ALL |HONE
PARPOO0O0D Sunny2BComenica.com Test Active Active @ O
v EStatement

v Estatoment ACTIVATE TH ALERTS | [SUSPEND TH ALERTS | [DELETE TH ALERTS]

Acet Ha Dhevice Nickname Device Status TH Alert Status SELECT: ALL |uONE
1234567800 sunny 2 Becimmnca. com ety Actnen Actiem FDIT (m}
sares4idio sunnyScomenca.com Test Active Active (T C!

Adding Users without Comerica Business Connect

To add a non-CBC user, click Create TM Alert User from the Customer Management page.

TM Alerts

Customer Management Customer Management Reports

CUSTOMER MANAGEMENT [PRINT) [CREATE T ALERT USER

Search: |:| 1 to 25 of 27 alert users displayed below
Show entries.

First Previous 2 Next Last

NAME |/ CUSTOMER CODE || USER ID :;;ﬁ,EMDDIFIED |l LOCKED BY E[E::E.:;Ilﬁ"én 4
Testing PRIM Righte, Testing PRIM Rights mnetdemo mnetdemoTESTPRIM 12/06/2011 12/20/2011

alerts, test mnetdemo mnetdemousersss 12/06/2011

Customer, Sample mnetdema mnetdemosam 12/06/2011

Customer, Sample mnetdemo 12/06/2011

Customer, Sunny mnetdemo mnetdemosunny 12/06/2011

In the Current User Information section, select Add.

User Information
CURRENT USER INFORMATION ADD

COMPANY
Net Demo

CUSTOMER CODE
mnetdemo

, - Devices

CURRENT DEVICES
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Complete the user information on the Add Subscriber screen. When you are finished, select
Save.

ADD SUBSCRIBER

FIRST NAME LAST NAME User Status
Test User ® active

(] Suspended
COMPANY CUSTOMER CODE
Net Demo mnetdemo
ADDRESS

1234 Main Street

cmy STATE o

Niceville | Florida ~| [

COUNTRY

United States ¥

PHONE EXTENSION
123-456-7890

TIME ZONE

>

Select Add Device.

User Information
CURRENT USER INFORMATION

COMPANY NAME USER STATUS
MNet Demo User, Test Active

CUSTOMER CODE USERID
mnetdemo

ADDRESS

1234 Wain Street
Niceville, FL
United States

PHONE EXT TIME ZONE
123-456-7880 Central Standard Time

User, Test - Devices

CURRENT DEVICES

User, Test - Alerts

Complete the device information for the user. When you are finished, select Add New Device.

ADD NEW DEVICE

All form fields are required.

DEVICE TYPE DEVICE ADDRESS
lest@vtext.com

DEVICE NICKNAME Sample valid device addresses:
Testing

Email: CISmith@ABC.org
Cell: 2493334444@messaging.sprintpcs.com
Pager: 2144447777 @myairmail. com

STATUS

@ Active

O suspended

T Alerts will be sent
21 Anytime

O only between

ADD HEW DEVICE | | CANCEL
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To add alerts for the user, select Add TM Alert.

CURRENT USER INFORMATION

COMPANY RAME USER STATUS
Het Demo User, Test Acive

CUSTOMER CO0E USERID
mneidems

ADDRESS

1234 Main Stiee!

Micerile, FL

Ursted States

PHONE EXT TIME ZONE
134567840 Cantral Standard Time

[#ow pevice

CURRENT DEVICES

CELL PHONE(S)

Tosting EDIT| | DELETE
test@en com

Send antima

Acig

CURKENT TM ALERTS ADD TH ALERT | | cLONE

Fill in the information as described previously.

ADD NEW TM ALERT

TM Alert Family: AccountsiUnique Identifier:
ARP v

TM Alert Type:

Recon Output File Available

Deliver To:

TestName v

Nickname:
Name

Subscription Status:
@ active
[e] Suspended

Identify As Priority Alert: [

ADD NEW TM ALERT | | CANCEL

When you are finished, select Add New TM Alert.

The new alert will appear in the Current TM Alerts section for the user.

User, Test - Alerts

CURRENT TM ALERTS ADD TM ALERT | | CLONE
EXPAND ALL | | COLLAPSE ALL

ARP

Recon Output File Available

ACTIVATE TH ALERTS] [SUSPEND TM ALERTS| [DELETE TM ALERTS

Unique Id Device Nickname Device Status TM Alert Status SELECT: ALL|NONE
PARP0O00000 1234@comerica.com Name Active Active O

The user will now appear on the Customer Management page. Since the user does not access
CBC, the User ID column will be blank.

CUSTOMER MARAGEMENT weaint | [cHEATE 1M ALERT UsER|
Swarere [reg 116 8 6 . st s lingalayed Dol (of 35 totsl antsiea]
Snew (30 | seran Fre Preveus | Mad Laet

LAST MODIFILD DELLTION
HAHE CUSTOMER CODE | USER 1D St LOCKED BY v T v

13302011

asnz e mnetdame

ik bl

TEST10L BvONE TEST ] BHONE

Lper, Teat mneedems

Show (15w seies
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Deleting Users with TM Alerts Assignments in CAT

When a user has been deleted from CAT, the user will also be automatically deleted in TM
Alerts after 14 calendar days. If you want to delete the user in Alerts prior 14 days, please

convert them to a non-CBC user.

Reports

To see a report, select Reports and then select TM Alert User Information Report.

Customer Management

Customer Management

Reports

CUSTOMER MANAGEMENT
Search: test

Show |25 “ | entries

MAME

| CUSTOMER CODE || USER ID

TM Alert User Information
Report

PRINT [ CREATE 1T ALERT USER |

1to 5 of 5 alert users displayed below (of 28 total entries)

First Previous Next Last
LAST MODIFIED DELETION
* DATE JUOCKERISY) * SCHEDULED g

Select the TM Alert Type or select All Types to include all alerts in the report. Select Generate

Report.

T Alerts

TM Alert User Information Report - Search Customer Management

Reports

TH Alert Type: Select One (v
Select One

Generate Report | [All Types
ARP

EStatement

The TM Alert User Information Report will display. You can search for a user by entering the
name in the Search box. To sort the information, click the arrows next to the column names.
You can also print the report by clicking on the Print button in the upper right corner.

TM Alert User Information Report Customer Management

Reports

1 to 25 of 53 alert users displayed below

First Previous 2 3 Next Last
work@comerica.com
sunny2@comerica.com
sunny@comerica.com
sunny2@comerica.com
dkarikkode@comerica.com

dkarikkode@comerica.com

ALERT USERS

Search:

Show |25 ¥ | entries

Name Phone | TM Alert Type | Account/Unigue ID/| Billing Account#|| Device Address
Customer, Sample 333-555-1313 EStatement 1234567890 1234567890
Customer, Sunny 999-999-9999 Recon Qutput File Available PARP000000 8888888888
Customer, Sunny 999-599-9599 EStatement 9876543210 9876543210
Customer, Sunny 999-999-9399 EStatement 1234567890 1234567890
Demouser, Internal EStatement 9876543210 9876543210
Demouser, Internal EStatement 1234567890 1234567890
Demouser, Internal EStatement 4449595990 4449599590

dkarikkode@comerica.com
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Adding and Removing Accounts to TM Connect Web

Refer to the TM Connect Web ACH User Guide and TM Connect Web Wire Payments &
Transfers User Guide to access instructions for granting entitlements to that service.

Performing User Maintenance

To make changes to a User Profile, from the User List, locate the user you wish to edit. You
can enter any part of the User ID or User Name in the Search field to locate a user quickly.

[ (omenicA, \ Customer Administration Tool

Users for Net Demo

Search k

Shaw 10 |[=]| entries

0872772015 10005

mnetdemas1001 SErONSHOUSANANNS ANNONY  Actr
AN

09042015 0250
PM

mnetdemat11

0742015 04.08
P

mnetdemo1AALEXIS

For each user there are three links available that will direct you to related information. Either
select a link under the User Name, User Status, or User Services column to change information
in that section.
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Managing User Information

Selecting the User Name link will expand the User Information section. User information
changes include name, location, and email address. Modify the user’s information as needed.
Note: To delete a phone number, hover over the row. An X will appear. Click the X to delete the
information.

Select Save to apply any changes made in this section.

User Information

User i

Location

Prces Type" Country* Area Coge™ Phone” Ext

Phacese Type Eountry Area Code Phacme Ext

Phame Type Country Area Code s Ext

A confirmation will appear. Select OK to continue.

Data successfully saved
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Managing User Status

Selecting the User Status link will expand the User Status section. User Status changes include
User global status, Updating Adaptive Authentication information, and resetting or adding
tokens. All user statuses must be Active/Enabled to be able to login to CBC. Select Save to
apply any changes made in this section.

Dealer Access System User
Integrated Cash Position Manager Gustomer

Admin
. 08/12/2015 02:40 Integrated Cash Position M u:
mnetdemouser400 Internal Demouser dctive niegrated ash Posiion Mansger User
et PM Loan Management Customer Admin

Loan Management User

Lockbox Plus Coupon Customer Admin
Lockbox Plus Coupon User

Mortgage Warehouse Customer Admin
Mortgage Warehouse User

Pasitive Paylimage Services Customer Admin
Positive Pay/image Services User
Statements Customer Admin
Statements User

TM Alerts Customer Admin

TM Alerls User

TM Connect Web Customer Admin

TM Gonnect Web User

Edit Services

User Status I Delete This User

@ Comerica Business Connect Global Status User is Active and is able to access Comerica
Business Connect. Click Edit Services to view the
status of each service.

Adaptive Authentication fiew Recent
@ Recolles =
Hardware Token Serial Number 000123864732
Enabled Token PIN Assigned
Reset PIN
Add A Token

Cancel

A confirmation will appear. Select OK to continue.

Data successfully saved

Managing CBC Global Status
Suspending a User

Suspending the user’s global status will suspend the user’s associated services and prevent
them from logging in to CBC. However, the user’s profile will not be removed from CBC and
can be reactivated later.
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To suspend a user, select the Active toggle in the Comerica Business Connect Global Status

il Delete This User
User Status [ 8 Deoete s user|
@ Comerica Business Connect Global Status User is Active and is able to access Comerica
Business Connect. Click Edit Services fo view
the status of each semvice:
Adaptive Authentication
@ "
Hardware Token Serial Mumber 999999999
Enabled Token PIN Assigned
Reset PIN
Add A Token
Cancel =]

The toggle changes to Suspended.

User Status

7D Suspended

D Locked

Locked

Comerica Business Connect Global Status

Adaptive Authentication

Hardware Token

User is Suspended and is not able to access
Comerica Business Connect or any related
services. Activate the user to reinstate their
access

iew Re

Recolle:

Serial Number 999999999
Token PIN Assigned
Reset PIN

Add A Token

1l Delete This User

Cancel =

Activating a User

To active a suspended user, select the Suspended toggle, which will then change to Active.
The user’s Global, Adaptive Authentication, and token statuses will be automatically updated to
Active/Enabled. The user’s services will return to the status they had prior to their suspension

Active users will be able to access CBC, unless Adaptive Authentication or token statuses are
locked. Individual services can be suspended or reactivated by clicking the edit services link in
the user services section.
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Managing Adaptive Authentication

Adaptive Authentication status indicates whether a user is Active or Locked. A user is locked
when they have failed to complete a required authentication.

Select View Recent Activity to view the last 30 days of Adaptive Authentication details for the
user. The information will help you determine if the user’s phone, email address, or security
guestions need to be updated to help the user avoid being locked out in the future. If there is no
available activity, a message will display that “There has been no activity in the last 30 days.”

1l Delete This User
ser stas [ Deete This User
@ Comerica Business Connect Global Status User is Active and is able to access Comerica
Business Connect. Click Edit Services fo view
the status of each service.
Adaptive Authentication
@ "

Hardware Token Serial Number 999999999
Enabled Token PIN Assigned
Reset PIN
Add A Token

Cancel EENE]

Unlocking Adaptive Authentication

To enable a user with a locked Adaptive Authentication (and Token) status, select the Locked
toggle next to Adaptive Authentication.

1l Delete This User
User status [ Dolcts ris User
@ Comerica Business Connect Global Status User is Active and is able to access Comerica
Business Connect. Click Edit Services fo view
the status of each senvice.
D Locked Adaptive Authentication _ ew 175?5:: ~:F': rz -
Recollect Securi y Questions
Hardware Token Serial Number 999999999
Locked Token PIN Assigned
Reset PIN
Add A Token
Cancel gEENE

Note: If a user is locked in the Adaptive Authentication section, they will also be locked in the
Token section. To unlock both, use the Adaptive Authentication section as shown above. Do
not use the Token section unless the user needs to select a new PIN upon the next successful
login.

Member FDIC January 2016
52



To require the user to select new security questions upon their next successful login, select the
Recollect Security Questions link.

1l Delete This User
User status [ @ Delet This ser |
@ Comerica Business Connect Global Status User is Active and is able to access Comerica
Business Connect. Click Edit Services to view
the status of each service.
@ Adaptive Authentication Wiew Recent Activity
Recollecting Security Questions . Cancel
Hardware Token Serial Mumber 993993999
Enabled Token PIMN Assigned
Reset PIN
Add A Token
Cancel EEENE

Managing Secure Token
Resetting an Existing Token

To enable and reset a PIN for a user’s locked token, select the Reset PIN link.

1l Delete This User
User Status [ Detcte ris User
@ Comerica Business Connect Global Status User is Active and is able to access Comenca
Business Connect. Click Edit Services to view
the status of each senvice.
Adaptive Authentication
@ Questions
Locked Hardware Token Serial Mumber 999999999
OCke Token FIN Assigned
Reset PIN
Add A Token
Cancel gkl

Enter a 4 digit PIN in the Token PIN field.

1l Delete This User
e

Comerica Business Connect Global Status User is Active and is able to access Comerica

@ Business Connect. Click Edit Services to view
the status of each service.
Adaptive Authentication
@ P
Locked Hardware Token Serial Mumber 999999959

Token PIN

Cancel =
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Adding a New Token

To assign a new secure token to a user, select the Add a Token link. The token Serial Number
must contain at least 8 digits and can be found on the back of the hardware token you are
assigning. Enter a 4 digit PIN in the Token PIN field.

1l Delete This User
User Status 8 Delete This User

Comerica Business Connect Global Status User is Acfive and is able to access Comerica
Business Connect. Click Edit Services to view
the status of each senvice.

@

Adaptive Authentication View Recent Activity
@ Recollect Security Questions
Hardware Token i
Enabled Serial Mumber
Token PIN

Cancel EENE]

Deleting a User

Deleting a User Profile will completely remove that user from CBC. To delete a user, select the
Delete This User button. Note: This functionality is restricted to the Primary Administrator at
the company.

1l Delete This U
User Status

Comerica Business Connect Global Status User is Acfive and is able to access Comerica
Business Connect. Click Edit Services fo view
the status of each senvice.

@

Adapfive Authentication
@ "
Hardware Token Serial Number 995939998
Enabled Token PIN Assigned
Reset PIN
Add A Token

Cancel JEEUE

To verify this is the User Profile you wish to delete, select OK.

Are you sure you want to delete mnetdemoadmin0?
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Managing User Services

From the User List, selecting the Edit Services link in the User Services column will expand the
User Services section. The services associated to this user already will appear near the top of
the User Services section and will have a status of Active or Suspended. Services available to
associate to the user will appear near the bottom of the section.

User
User ID 4 User Name + e — 4 Last Updated 4§ User Services
09/01/2015 Lockbox Plus Coupon User
mnetdemo123 aaa bbb Active 1025 A E ot Servines
06/12/2015 Loan Management User
mnetdemoastist mnetdemoasttst Active e T e ——

User Service changes available include adding/deleting services, activating/suspending
associated services, updating roles, and modifying entitlements for the user selected. Select
Save at the bottom of the section to apply any changes made in this section.

Add TM Connect Web

Cancel Bz

A confirmation will appear. Select OK to continue.

Data successfully saved

OK
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Adding a Service

From the bottom part of the User Services section, select Add next to the service you wish to
associate to the user, and then select Save. After selecting Save, additional set up will likely be
required. See Application Provisioning for more detail.

It may take a few minutes for a service to be associated to the user’s profile. Until the service is
fully added, the status will appear as Pending.

TM Connect Web

ol

Add Comerica GlobalTRADE Web

Add Lockbox Plus Coupon

Cancel e

Deleting a Service

At the top of the User Services section, select the Delete This Service link next to service you
wish to remove.

User Services

o *® Select Type of User

_-|' ate e User iAdminisirator

ARP Data Entry Service
] o

ARP Data Entry Service
Gustomer Admin

ARP Data Entry Service
User

@ ARP Data Entry Service # Modify Entitlements
Service will be deleted | Cancel
ARP Data Entry Service
Customer Admin

ARP Data Entry Service
User
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Activating an Existing Service

The services associated to the user will appear near the top of the User Services section with a

status of Active or Suspended. Select the Suspended toggle next to the service you wish to
activate.

User Services
- % Select Type of User

5 te . User \Administrator

e ARP Data Entry Service

ARP Data Entry Service
Customer Admin

ARP Data Entry Service
User

User Services

v x Select Type of User

" User Ladministrator

@ ARP Data Entry Service # Modify Entitlements
Service will be deleted | Cancel
ARP Data Entry Senvice
Customer Admin

ARP Data Entry Service
User
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Managing Roles
Managing Type of User
Check the Administrator box to add administrative rights to services associated to the user. If

administrative access is not needed for any of the user’s services, the Administrator checkbox
should be unchecked. Select only the User checkbox.

User Services

Select Type of User

ctivate Suspend L
U=zer |Administrator

Positive Pay and Image Services # Modify Entitliements

Updating Roles by Service
To add or update a role, check the checkbox next to the role that you want to assign.

Note: Some options may be selected for you based on the type of user and service being
added. The User role is required for most services.

User Services

Select Type of User

ctivate Suspend
! User ¥ |administrator

Positive Pay and Image Services

fi7t Positive Pay/image
™ Services Customer
Admin

Administrators will only be able to view/add services/roles they have access to assign, which
include:

e Users associated to their location

e Services/roles that were assigned to them by the Primary Administrator
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The Primary Administrator can view all users associated to their company. However, for all
services, accounts must first be assigned to the Administrator by Comerica Bank.

Modifying Entitlements

From the User Services section, select the Modify Entitlements link next to the service you
wish to update. See Application Provisioning for details on updating each service.

ARP Data Entry Service # Modi

ARP Data Entry Service
Customer Admin

ARP Data Entry Service
User
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Reporting

You can view several helpful Customer Administration reports by selecting the menu icon .
from any page and clicking on any Report link.

Users for Net Demc]
Show 10 [w] entries

Showing 110 10 of 561 entnes

st 10 # Use

mnetdemoachpos Niche

MtoemOACHPP ACH

mnetdemoaclest

MREIGEMOadii0s

mnesdemoadiist7e

| Customer Administration Tool

Customer Profile

WExpand AllACOIIDSS AY
Custemer Information
Customer Locations
Securty
Customar Senices
] - |

Usgrs

Repods

Active Session Report (Real Time)

Provides the User ID, name, location, and email of all users currently logged into CBC for your
Customer Code.

Change Management Report (Real Time)

Provides a summary of all changes made to user profiles within a specified time period. Links to
detail change information are included.
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Customer Entitlement Report (Next Day)

Provides location, service, and function information at the Customer level.
Customer Profile Report (Next Day)

Provides user service and location details for the primary administrator User ID.
Historical Termination Report (Real Time)

Provides information on users whose sessions were terminated.

Inactivity Summary Report (Next Day)

Provides information on inactive users, including the number of calendar days of inactivity.

Reconciliation Exception Report (Real Time)

Provides detail information by User ID for all user creations, modifications, deletions,
suspensions, and activations.

Secure Token Report (Next Day)

Provides information on expiring secure tokens assigned to the Customer Code.
User Entitlement Report (Next Day)

Provides location, service, and function information at the user level.

User Profile Report (Next Day)

Provides service, location, and token information for all users in the Customer Profile.
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Customer Service
Telephone Inquiries

If you experience difficulties or are unable to resolve an issue with Comerica Business Connect,
please call Treasury Management Relationship Services:

(800) 852-3649 8:00 am - 8:00 pm ET
Written Inquiries

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

Michigan Market Comerica Bank
MC7612
Treasury Management Relationship Services
P.O. Box 75000
Detroit, Ml 48275-7612

Texas Market Comerica Bank
MC6551
Treasury Management Relationship Services
P.O. Box 650282
Dallas, TX 75265-0282

Western Market Comerica Bank
MC7612
Treasury Management Relationship Services
P.O. Box 75000
Detroit, Ml 48275-7612

ComericA Bank
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Appendix

Positive Pay and Image Services Template Definitions

The following templates represent the available functions that customer administrators can
assign to their users in the Positive Pay and Image Services module. The template names’ are
the actual terms displayed in the customer administrator’'s template list. You will only see the
template names for the services you have subscribed to as a customer. The function names?
are the rights a user will have access to when the template is assigned to them. The function
description® explains which link the user will see under Positive Pay and Image Services and the
actions the user will be able to perform. To perform the template functions on a particular
account or lockbox, the customer administrator also needs to assign the account and the
lockbox to the user. The lockbox option only applies to customers using Lockbox Image

Services.

Template Name®

Function Name?

Function Description®

ACH POSPAY APPROVE

ACH Returns
ACH Returns Authorize

ACH Positive Pay access
(link)

Secondary authorization to
submit final approval of another
user’s action (accept or reject)

ACH POSPAY CSV DNLD

ACH Returns
ACH Returns CSV Download

ACH Positive Pay access
(link)

Download ACH transactions in
CSV format

ACH POSPAY UNLOCK
ACCTS

ACH Returns
ACH Returns Unlock
Accounts

ACH Positive Pay access
(link)

Unlock accounts due to more
than one user attempting to
update transactions
simultaneously

ACH Returns

ACH Positive Pay access

ACH POSPAY UPDATE ACH Returns Update (link)
Update status of ACH
transactions
ACH Returns ACH Positive Pay access
ACH POSPAY VIEW ACH Returns View (link)

ACH Returns Archive

View transactions
Access transaction history

DEALER POSPAY APPROVE

Dealer ACH Returns
Dealer ACH Returns
Authorize

ACH Floorplan Positive Pay
access (link)

Secondary authorization to submit
final approval of another user’s
action (i.e. accept or reject)

DEALER POSPAY UPDATE

Dealer ACH Returns
Dealer ACH Returns
Update

ACH Floorplan Positive Pay
access (link)
Update status of ACH returns
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Template Name

Function Name

Function Description

DEALER POSPAY VIEW

Dealer ACH Returns
Dealer ACH Returns
View

Dealer ACH Returns
Archive

ACH Floorplan Positive Pay
access (link)

View transactions

Access transaction history

DEALER PP CSV DNLD ALL
ACCTS

Dealer ACH Returns
Dealer ACH Returns CSV
Download (All Accounts)

ACH Floorplan Positive Pay
access (link)

Download ACH transactions in
CSV format on all accounts

DEALER PP CSV DNLD
USER ACCTS

Dealer ACH Returns
Dealer ACH Returns CSV
Download (User Only)

ACH Floorplan Positive Pay
access (link)

Download ACH transactions in CSV
format only on accounts the user has
access to

DEALER PP EXPOSURE
REPORTS

Dealer ACH Returns
Dealer ACH Returns
Exposure Download

ACH Floorplan Positive Pay
access (link)

Download ACH Exposure PDF
report information by Originator

DEALER PP FUNDING
REPORTS

Dealer ACH Returns
Dealer ACH Returns PDF
Download

ACH Floorplan Positive Pay
access (link)

Download ACH transaction
information by Branch in PDF

DEALER PP UNLOCK
ACCTS

Dealer ACH Returns
Dealer ACH Returns
Unlock Accounts

ACH Floorplan Positive Pay
access (link)

Unlock accounts due to more than
one user attempting to update
transactions simultaneously

DEPOSITED ITEMS

Deposited Items
Deposited Items Print Status
Deposited Items Report
Download

Deposited Iltems access (link)
Access to Deposited Items Report
Status to print images and related
information

Download data related to the
deposit

LB CHECKS & COUPONS

Retail Checks &
Coupons
LBX Print Status

Check & Coupons access (link)
for Retail Lockbox

Access to Lockbox Report Status to

print images and related information

LB CHECKS & INVOICES

Wholesale Checks &
Invoices
Lockbox Print Status

Check & Invoices access (link)
for Wholesale Lockbox

Access to Lockbox Report Status to
print images and related information
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Template Name

Function Name

Function Description

LB CHECKS ONLY

Wholesale Checks Only
Lockbox Print Status

Checks Only access (link) for
Wholesale Lockbox

Access to Lockbox Report Status to
print images and related information

LB USER AUTHORIZATION

User Authorization
Accounts
Templates
Lockbox

User Authorization access
(link) for Image Administrative
Services provided through
entitlements in CAT (including
Lockbox)

Secondary authorization to submit
final approval to add accounts to
users

Secondary authorization to submit
final approval to add templates to
users

LB USER MAINTENANCE

User Maintenance
Users

Accounts
Templates
Lockbox

User Maintenance access (link)
for Image Administrative
Services provided through
entitlements in CAT (including
Lockbox)

View list of existing users

Add accounts to users

Add templates to users

LB USER MAINTENANCE
AUTO VERIFY

User Maintenance
Users

Accounts (AutoVerify)
Templates (AutoVerify)
Lockbox (AutoVerify)

User Maintenance access (link)
for Lockbox Image
Administrative Services
provided through entitlements
in CAT

Add accounts to users without
secondary approval

Add templates to users without
secondary approval

Add Lockbox accounts and templates
to users without secondary approval

PAID ITEMS

Check Image Inquiry
Paid Items Print Status

Paid Items access (link)

Access to Paid Iltems Report Status
to print images and related
information

PAID ITEMS RPT
DOWNLOAD

Paid Items Report
Download

Download paid check information

POS PAY IMAGE

Positive Pay Image
Enable

Positive Pay access (link) with
images

POS PAY NO IMAGE

Non-Image Positive Pay

Positive Pay access (link) without
images
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Template Name

Function Name

Function Description

POSITIVE PAY APPROVE

Positive Pay
Positive Pay Verify

Positive Pay access (link)
Verify and approve decisions

Note: Only applies to customers with
dual user authorization

POSITIVE PAY ARCHIVE
DNLD

Positive Pay
Positive Pay Archive
CVS Download

Positive Pay access (link)
Download Positive Pay history data in
CSV format

POSITIVE PAY UPDATE

Positive Pay
Positive Pay Update

Positive Pay access (link)
Identifies Positive Pay suspect items
to Pay or Return and facilitates
sending those decisions to Comerica's
ARP department

POSITIVE PAY VIEW

Positive Pay
Positive Pay View
Positive Pay Archive

Positive Pay access (link)
View suspect items
Access transaction history

USER AUTHORIZATION

User Authorization
Accounts
Templates

User Authorization access (link)
for Image Administrative
Services provided through
entitlements in CAT (does not
include Lockbox)

Secondary authorization to submit
final approval to add accounts to users
Secondary authorization to submit
final approval to add templates to
users

Note: Administrators requiring user
authorization for Lockbox will have the
LB User Authorization template
instead of the User Authorization
template.

USER MAINTENANCE

User Maintenance
Users

Accounts
Templates

User Maintenance access (link)
for Administrative Services
provided through entitlements in
CAT

View list of existing users

Add accounts to users

Add templates to users

USER MAINTENANCE AUTO
VERIFY

User Maintenance
Users

Accounts (AutoVerify)
Templates (AutoVerify)

User Maintenance access (link)
for Administrative Services
provided through entitlements in
CAT

View list of existing users

Add accounts to users without
secondary approval

Add templates to users without
secondary approval

Member FDIC

66

January 2016




	User Guide
	Accessing CAT through Comerica Business Connect 4
	Performing Customer Maintenance 5
	Adding a Location 7
	Deleting a Location 8
	Adding a New User 10
	Assigning an Existing Token 12
	Requesting a Token 12
	Selecting the Type of User 13
	Adding Services and Roles 13
	Application Provisioning 15
	Viewing User Profiles 22
	Adding and Removing Accounts 23
	Adding and Removing Templates 25
	Adding and Removing Lockbox Accounts 27
	Dual User Authorization 29
	Approving Account and Template Assignments 29
	Approving Lockbox Assignments 33
	Session Summary 35
	Editing User Information 36
	Adding and Editing Devices 38
	Adding and Editing Alerts 40
	Adding Users without Comerica Business Connect 44
	Deleting Users with TM Alerts Assignments in CAT 47
	Reports 47
	Performing User Maintenance 48
	Managing CBC Global Status 50
	Managing Adaptive Authentication 52
	Managing Secure Token 53
	Deleting a User 54
	Adding a Service 56
	Deleting a Service 56
	Activating an Existing Service 57
	Managing Roles 58
	Modifying Entitlements 59
	Reporting 60
	Customer Service 62
	Appendix 63
	Accessing CAT through Comerica Business Connect
	Performing Customer Maintenance
	Accessing Your Customer Profile
	Selecting Customer Adaptive Authentication Options
	Managing Customer Location
	Adding a Location
	Deleting a Location

	Setting up PBX Dialing

	Adding a New User
	Adding User Information
	Adding Security Information
	Assigning an Existing Token
	Requesting a Token

	Assigning User Services
	Selecting the Type of User
	Adding Services and Roles


	Application Provisioning
	Managing Accounts for Adjustment Report
	Managing Accounts for Account Reconcilement Plans (ARP) Services
	Managing Accounts for Integrated Cash Position Manager (ICPM)
	Managing Accounts for Loan Management
	Maintaining Members for Lockbox Plus Coupon
	Managing Accounts for Positive Pay and Image Services
	Viewing User Profiles
	Adding and Removing Accounts
	Adding and Removing Templates
	Adding and Removing Lockbox Accounts
	Dual User Authorization
	Approving Account and Template Assignments
	Approving Lockbox Assignments
	Session Summary

	TM Alerts Customer Management
	Editing User Information
	Adding and Editing Devices
	Adding Users without Comerica Business Connect
	Deleting Users with TM Alerts Assignments in CAT
	Reports

	Adding and Removing Accounts to TM Connect Web
	Managing User Information
	Managing User Status
	Managing CBC Global Status
	Suspending a User
	Activating a User

	Managing Adaptive Authentication
	Unlocking Adaptive Authentication

	Managing Secure Token
	Resetting an Existing Token
	Adding a New Token

	Deleting a User

	Managing User Services
	Adding a Service
	Deleting a Service
	Activating an Existing Service
	Managing Roles
	Managing Type of User
	Updating Roles by Service

	Modifying Entitlements


	Adding and Editing Alerts
	Reporting
	Customer Service
	Appendix
	Positive Pay and Image Services Template Definitions


