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Introduction
About This Guide

This guide describes how to use the Wells Fargo’'s Payment Manager service, available through the Commercial
Electronic Office® (CEO®) portal, to originate domestic and international electronic payments and outsource check
printing.

Payment Manager Service Overview

The Wells Fargo Payment Manager service lets you:

e Manage business and consumer payments
e Accept payment files from ERP, treasury workstations, and other accounts payable systems

You can submit:
e Electronic files
e  Multiple payment types

e Consolidated or multiple files

The Payment Manager service accepts payment files directly from your treasury workstation, ERP, accounts payable,
or other system. With the Payment Manager service, you can send an electronic file to Wells Fargo that includes
multiple payment types. Wells Fargo separates your payments by type and processes them accordingly.

The following payment types are accepted:

e Domestic and international USD wire transfers
e  Foreign currency wire transfers

» Domestic and international ACH transactions
e U.S. and Canadian dollar paper checks

e WellsOne® Commercial Card transactions (AP control and MasterCard® Payment Gateway)
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Introduction, Cont.
Payment Manager Service Overview, Cont.

Benefits of the Payment Manager service:

e Lower error rates. By reducing the use of paper documents and manual data entry, you minimize mistakes and
increase efficiency.

e Accepts avariety of payment file formats. The Payment Manager service accepts almost any type of file
format your system can generate.

e Compatibility with treasury workstations and ERP systems. Wells Fargo has experience implementing the
Payment Manager service with customers using a variety of treasury workstations and ERP systems, including
J.D. Edwards, Oracle, PeopleSoft, SAP, Selkirk, SunGard ICMS, and XRT. If you use Oracle, you can use Wells
Fargo Adapter Software Solution to manage data translation to the Payment Manager file.

e Improve cash forecasting and reconciliation. Electronic control of your domestic and international
disbursements allows you to better manage and forecast your cash flow. The Payment Manager service is also
fully integrated with our Account Reconciliation (ARP) and Positive Pay services.

e Reduce costs. Sending one file for both domestic and international items reduces the internal and external costs
associated with moving funds. Additionally, the Payment Manager service can reduce your administrative
expenses for domestic check processing.

e Integrate processing of multiple payment types. With the Payment Manager service, you don’t have to create
or transmit separate files — you can initiate multiple payment types in a single file.

For more detailed information, refer to the Payment Manager Service Reference Guide.
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Access the Payment Manager Service

1. Sign on to the CEO portal.
2. Under My Services, select Payment Manager.

Payment Manager

T e e T A e T

3. Enter your secure RSA SecurID® Token Passcode and select Continue.

s

Token Authentication

Enter the Token Passcode to continue.

. \
[EEJY securlD’ Token Card \ ° = ~
—_

@ If you have not created a PIN, enter only the Token Code.

Token Passcode: || | (PN + Token Code = Token Pazscode)
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Upload a Payment File

To upload your files through the CEO portal, you must be authorized with the Upload entitlement for the ECS Process
ID that payment is for.

To upload a file:

1. Select Upload Files from the left navigation menu.

Secondary Approvals

Reports

Upload Files (3]

Acknowledgements

Confirmations

Administration

The Upload Files screen displays.

I

Upload Files

Click Broswsa o choase a file from your computar, Salect the ECS Process 1D associated with tha file fram the drop-down menu, and dick Send. Only one fila may ba sant
at a time.

Note: Uploads vary depending on file size and connection speed. Larger files and slower connections will resultin lenger uplead times. There may also be a delay
between the time that you see the message that your file uploaded successfully and when you see the file in Payment Manager. &

[ For Kare Infarmatian

Fite: WFSMHEVZNSFZIC )| Browse... | [Claar (25 ME max)

ECS Process D [ TETT (Cusiomer 7} | ]

|

2. Select Browse to choose a file from your computer to upload. The maximum file size is 25 MB.
3. Select the ECS Process ID from the drop-down menu.

4. Select Send to submit your file. Only one file may be uploaded at a time.

A

progress bar displays while the file is being uploaded.
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Upload a Payment File, Cont.

A confirmation message displays when your file is successfully uploaded.

_

Click Browse to choose a file from your computer, select the ECS Process ID associated with the file from the drop-down menu, and cick Send. Only one file may be sent
atatima.

Mote: Uploads vary depending on file size and connection speed. Larger files and slower connections will result in longer upload times. There may also be a delay
between the time that you se& the messags that your file uploaded successhully and when you s&4 the file in Payment Manager.

l : Your file was successiully uploaded, [(PRALED00) ]

File: |(Browse_ | Clear (25M8 max)

ECS Process ID: Select One |
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Acknowledgements

Acknowledgements notify you that we have received your file and that it has undergone initial processing for delivery

to our payment systems. If applicable, Acknowledgements will include details around rejected transaction(s) (or
possibly the entire file).

You may receive acknowledgements by system download, direct transmission, or secure email.

Note: A user must be authorized to an ECS Process ID and have at least one entitlement for that ECS Process ID to
be able to download acknowledgements for that ECS Process ID.

Secondary Approvals

Reports

Upload Files

Acknowledgements (5]

Confirmations

Administration

., 4

1. Select Acknowledgements from the left navigation menu.
The Acknowledgements screen displays.

Note: If you have access to more than one ECS Process ID, select the ECS Process ID you want from the drop-

down menu.
Acknowledgements
Sedect an ECS Process I, chocse a File 1D, and chck Download. To view ransaclion details, click the File 1D, Use the Filter o naraw your st of Atknowiedgments.
« ccepted 5 Rejected by System
| ECS Process I0: [T AR A
All Procass Dates | L 1 Fitter
File 1D Drocess Onte - o Accepted = 1 Bejected Toenl tiems Fiie Tonl
1O BANRNS 4 LEE T o an + 13.765.06
20 WEWET  ORNIR0I5 T 144.000.00 (] 000 1 144,000.00
3 PR R0ER0TS 24000 24000 L} o 24,000 240.00
4 () 3063 3 D215 3 21,985 1 am 4 21905
§ (7| 0826531 BRZAR01S a 45,6563 L] a0 4 4565631
Uowmboad
T - File Total summarizes sl ransscion paymeant amourts in a received S regardiess of CUTency O ransaction type.
$ - This symbel uppears beside a file 1D when yiu cannol spprove the Ble rom this screen due o approval Smil exceptions, Seledt the File 1D ink and approve individusl transactions.
1 - Thiss syprnbal appesirs beside a B takal shen the i contains ansachons thal meoeed your sngle iransaction appeoval Smit

2. Select the File ID to view additional details.

If you do not see an acknowledgement file for a recently submitted payment, select the refresh button to the right of
the data table to refresh the .screen. You may need to allow 15-30 minutes before your file becomes available.
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The Transaction Acknowledgements - Additional Details screen displays.

Trar ions Ack ledc 1ts

Acknowledgements=Transactions

Review the transaction acknowledgements. To view details, selectthe Transaction Humber for a specific transaction

B sqditional Details

File Details
ECSProcessID: TST1
File ID: 30087069 Total Transactions Accepted: 1

Process Date: 07/25/20%XX File Total . 37.80

Transactions

1item
ALL > | |
Transaction Transaction Acknowledgement
Number « Effective Date Payee Name Payment Type Reference Status Rejection Reason Payment Amount
1 07:28/201 name1 rp Domestic ACH pmtid ACCEFTED By A
3. Select Return to Acknowledgements to download the acknowledgement.
Acknowledgements
Select an ECS Process IU, choosa a File 1D, and chck Download. To view ransaction details. cick the File 1. Use the Filler to nafmow your bst of Acknowledgments.
« fccepted 5 Rejected by System
EC8 Process ID: L) N
SReme %
[ Al Process Dates ] 1 Finter
DProcess Dnne - o Accepted = 1 Bejected Toenl tiems Fiie Tonl
2015 4 TEIEL9E -] ano 4 3,765 06
112015 T 14400000 L] a0 1 144,000.00
30 0eTTMF R0ER0TS 24000 240.00 -] LR 24,000 240.00
4 () 30636533 D215 3 21,985 1 am 4 21905
§ () 3DeI6s3I1 DTS 4 4565631 L aon 4 4545621
Uowmboad

1 - File Tonal summarizes ak ranssction payment amounts in & received Me regardiess of CLTENCY OF IrBREACHoN type.
nbol sppears bessde a fle 1D when you cannot approve Lhe file rom

5 screen due 1o approval imil excepbions, Select the Flle 1D ink and approve individual bansactions.
filer Bobal when the Sle containg ansacions that o

s bl ippesars besidi a el yisat singhe transaction appeoval Bmi

The Acknowledgement screen displays.

4. Select the radio button next to the File ID you want to download, and then select Download.
5. Your download format would have been determined at the time of setup. To save the file, select the location on

your computer, enter a new file name, and then select Save.

A pop-up window confirms when the download is complete.

Note: Acknowledgement files are available within 15 minutes of receipt of the uploaded file.

Payment Manager User Guide
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Secondary Approvals

Overview

Secondary Approval allows you to review payments at the file or transaction level and submit only the ones you
approve. Your company must be set up with Secondary Approval in order for the Payment Manager service to hold
your files for approval. You must be authorized with Secondary Approval entitlement for an ECS Process ID to be
able to decision files or transactions for that ECS Process ID.

The system will hold your files for review by an authorized user of your company. If your company has payments to
be approved, all authorized approvers will be notified by email.

Secondary Approval:

Supports transmitted or uploaded files.

Holds payments for approval or deletion.

Allows you to select which payments to hold by establishing payment type and amount criteria.

Allows you to set up multiple approvers and designate up to three approvals to release payments for processing.
Allows you to establish single transaction and cumulative daily approval limits for each authorized approver.

View Files and Transactions

1. Select Secondary Approvals from the left navigation menu.

[

Secondary Approvals Q

Reports

Upload Files
Acknowledgements
Confirmations

Administration

The Secondary Approvals screen displays the files currently on hold.

If you have access to more than one ECS Process ID, select the ECS Process ID from the drop-down menu.
If your ECS Process ID requires multiple approvals to release payments, files will remain on hold until all approvals
have been completed.
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2. To view details of a file, select the File ID. If you do not see the file for a recently submitted payment, select the
Refresh button to the right of the data table to refresh the screen.

Secondary Approvals

Select an ECS Process ID from the drop-down menu to raview files pending secondary approval. Select the On Hold tab to perform secondary approvals by selecting files and clicking Approve or Delete. Click the File ID to view transaction details and to approve or
delete individual transactions. Use the Filter to narrow your list of fles. Select the Deleted or Rejected tab to review your deleted and rejected files. Note: Only authorized users can approve and delete files. Approving or deleting at this level will apply to al ransactions in
the file.

@

[ ForMore Information ¥ Approved X Deleted ¥ Rejected by System

ECS Process ID: ‘TSTE (test2) ~ ‘

_{ onHold | Deleted or Rejected |

2items ¢
[AlReceived Dates  v] | | | Fitter
Details
File Name Received Date Expiration Date File Status Number of Items v X F File Total [}
1 TST2.01450000020150130 bt 08/11/2015 081812015 ON HOLD 7 0 0 o 144.00p.00 11
2 TST2_PMOL_TESTACCT2 08/1172015 08/182015 ON HOLD 4 0 0 ] 004

W verity before approving or deleting [

T - File Total summarizes all transaction payment amounts in a received file regardiess of currency or transaction type.
+ - This symbol appears beside a file 1D when you cannot approve the file from this screen due to approval limit exceptions. Select the Flle ID link and approve individual transactions
- This symbol appears beside a file total when the file contains transactions that exceed your single transaction approval limit.

Note: The File Total column will indicate if your file selection has a single transaction approval limit overage or a
cumulative daily limit overage.
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Secondary Approvals, Cont.
View Files and Transactions, Cont.

The Transactions on Hold screen displays the transactions contained in the file you selected.

Transactions On Hold

Secondary Approvals On Hold » Transactions on Hold

& ForMore Information 34 Approved by Others &/ Approved by You

Perform secondary approvals by selecting transactions and clicking Approve to process or Delete 1o remove. For more details, click the Transaction Number. Refer to the Approval Status colimn o determine the number of approvals raceved and pending. Shaded icons represent the
number of approvals Use the Filter your kst of Note: Only authorized users can approve and delete ransactions. (2

|ﬁm

|

ECS Process ID. TST2  lest2 )
Fiie Name: TST2.01450000020150130.1xt_1640434_WQAUSER2_20150812074542966

File 10 30627075

Number of Transactions: 7

Transactions

[ArPamentTypes ] | [ | Fitter
Transaction

| O Number EMectveDste  CreciforDebit  Payee Mame
1[C | 2577803 | mwmnois Credit Jdohn Doe
2 TS 01INIS Credt Enginesring Company
3 [T ONAN0NS Creait Henry Low
4 13577909 0N252014 Credit dame Farga
5 1 73577911 092572014 Credt Ronald Smith
6 7ITINL 01ANIS Credt ABC Company
7 13577915 01312015 Credit ACME Inc

Approve [Z  iverity before approving or deisting &
| 1ty btor o g

Bayment Type
Domestic ACH
Domestic Wire.
Intemational ACH
Check:

Same Day Chieck

L!mném
Beference
PUTPDO!
PUTPDOS
PUTPDG2
PMTPDAT
PUTPDOS

Foreign Cumency Wir PMTPDO3
Commercial Card CC PMTPDOS

Status.

ON HOLD
ON HOLD
ON HOLD
ON HOLD
ON HOLD
ON HOLD
ON HOLD

|T - This symbol appears beside a payment amount when it exceeds your single transaction approval limit. |

< Return to Secondarv Aoorovals

3. Select the Refresh button to the right of the data table to get the most current approval status.

Shaded icons represent the number of approvals outstanding.

0 Three icons indicate three approvals required to release payments (

o Two icons indicate two approvals required (

o One icon will appear if only one approval is required to release payments(

Siatus  PaymentAmount Currency

&

Welis, Henry
WIOE00K1A

200000 I|usu

2500000 t usp
100000t EUR
250000 1 USD

se000 1 usD

)

1000000 T EUR
3000001 uso

Note: Your company’s administrator can designate how many approvals will be required for each ECS Process ID.
See the User Administration section of this guide for more information.

Previously approved transactions still awaiting other approvals are indicated by a black icon ( ). Place your cursor
over the black approval icon to display the other approver’s user name and ID. The Payment Amount column will
indicate if the payment is over your single transaction approval limit.

4. To view transaction details, select the Transaction Number. The details of the selected transaction display.

Payment Manager User Guide
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Secondary Approvals, Cont.

View Files and Transactions,

Cont.

File Details

ECS Process ID: TSTU(TST1)
File ID: 30075599

File Mame: tst1_MTS_Script.txt_20120710
Total Number of Transactions: 59

 Transaction Details

)

Transaction Npmber:
| FEyFﬁEﬁ!EﬁBknt;

Effective Date:

Payment Type:

Qriginator Account Number:
Receiver Account Mumber:
Credit or Debit

Transaction Status:
Transaction Reference:

45603425

0711 20XK
Wire
txllli5394
aaazwj

DELETED

¥/ Payee Details -

Payee Name1: Test RcvrPrty Name
Payee Address:
Payee Id:

@)oclsbn Details

o

Eﬂvolca Details

5. Select the arrows at the left to expand the details sections.
6. When finished viewing the transaction details, select Close.

Note: Transactions expire after five business days after receipt of the file. (Business days do not include weekends

and federal holidays.)

7. Select Return to Secondary Approvals to return to the Secondary Approvals screen and choose another file to

view additional details.

- This symool appears beside a payment gmount when it exceeds your single transaction approval limit. I
< Return to Secondarv Aoorovals

Payment Manager User Guide
January 2016

| —
Secondary Approvals On Hold » Transactions on Hold
Perform secondary by selecting and to pracess or For more details, ciick the Transaction Number Refer to the Approval Status cokimn to number pending. Shaded i the
number of approvals Use the Filter your kst of Note: Only authorized users can apptove and delela transactions. 2
[ ForMore Information %9 Approved by Others &4 Appraved by You
File Details |
ECS Process ID. TST2 ( lestd) Fiig 10- 30627075
File Name: TST. 30.6x1_1640434_) Number of
Transactions —
| 7 ttems &
[All Payment Types. v | C ] Fitter
Transection Tramspction Iransgction Aporoval
[]  Number Effective Date Credit o Debit Payee Name Payment Type Reference Statusy. Status. [Payment Amguni  Currency
10 013I201S Credt John Doe Domestc ACH  FMTPDO1 ON HOLD rm [2000.20 Tuso
20 13577905 01312015 Cregt Enginesring Company Diomestic Wire: PMTPDOS ON HOLD 2500000 T usp
3] [SmeN  ;Bwms Crean Henry Low intemational ACH  FMTPDAZ Oh HOLD 100000 T EUR
= WIOO0EKIA
4[]  asTieee  032sR014 Credt Jane Farga Check PMTPDAT Oh HOLD 2500001 usD
50 Tastra 09252014 Credt Rocaid Smih Same Day Check  PMTPDOS ON HOLD seo00t uso
6 [ 7T 0idIRNIS Credt ABC Company Foreign Cumency Wir PMTPOO3 O HOLD 1000000 1 EUR
70 3577915 01312015 Cradit ACME Inc Commercial Card CC PMTPDOS ON HOLD 300000 t usD
I ¥ verity before approving or deisting &/

11




Secondary Approvals, Cont.
Approve/Delete Files and Transactions

Secondary Approvals Q

Reports

Upload Files
Acknowledgements
Confirmations

Administration

1. Select Secondary Approvals from the left navigation menu.

The Secondary Approvals screen displays the files currently on hold. If you have access to more than one ECS
Process ID, select the ECS Process ID you want from the drop-down menu.

If your ECS Process ID requires multiple approvals to release payments, files will remain on hold until all approvals
have been completed.

Secondary Approvals

Select an ECS Process ID from the drop-down menu to review files pending secondary approval. Select the On Hold tab to perform secondary approvals by selecting files and clicking Approve or Delete. Click the File ID to view transaction details and to approve or
delete individual transactions. Use the Filter to narrow your list of files. Select the Deleted or Rejected tab to review your deleted and rejected files. Note: Only authorized users can approve and delete files. Approving or deleting at this level will apply to all transactions in

the file.

@ ForMore Information ¥ Approved X Delefed &% Rejected by System

ECS Process ID:  [TST2 (fes(2) v |
_{ onHold | Deleted or Rejected |
/l Select all | 2items ¢
[Al Recoved Dates _aef™| | | Firter
o~ Details
[] Hilen File Name Received Date  Expiration Date File Status Numberofifems v | x GT File Total
[ dos27063 TST2 13064 08/11/2015 08/15/2015 ON HOLD 7 o0 o 14400000 11
004

2 []|30827085 TST2_PMOL_TESTACCT2  08/11/2015 08182015 ON HOLD 4 0 0 0

| W verity before approving or deleting [
—— |
T - File Total summarizes all ransaction payment amounts in a received file regardless of currency or transaction type.
£ - This symbol appears beside a file ID when you cannot approve the file from this screen due to approval limit exceptions. Select the Flli I0 link and approve individual fransaclions
- This symbol appears beside a file total when the file contains transactions that exceed your single transaction approval limit.

2. Select the checkbox next to the file to approve or delete.

You can approve or delete multiple files at a time by selecting the corresponding checkboxes. Select the checkbox at
the top left next to the File ID column heading to select all files. You must either approve all or delete all of your

selected files.
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Secondary Approvals, Cont.
Approve/Delete Files and Transactions, Cont.

About approval limits

e The File Total column will indicate if your file selection has a single transaction approval limit overage or a
cumulative daily limit overage.

e You can still approve files that contain a payment over your single transaction approval limit. When you
submit a file level approval, all payments within your limit will be accepted. Payments not within your limit will
remain on hold until all required approvals are completed by users with approval authority.

e If you submit a file level approval for a file with a cumulative daily limit overage, it will be rejected. If you want
to approve payments, you will need to submit approvals at the payment level.

e Only one user with approval entitlement is required to delete a file or transaction, even if your ECS Process
ID is set up with multiple approvals to release payments. Single transaction and cumulative daily approval
limits do not matter when you're deleting files or transactions.

Secondary Approvals

Select an ECS Process ID from the drop-down menu to review files pending secondary approval. Select the On Hold tab to perform secondary approvals by selecting files and clicking Approve or Delete. Click the File ID to view transaction details and to approve or
delete mqlvldua\ transactions. Use the Filter to narrow your list of files. Select the Deleted or Rejected tab to review your deleted and rejected files. Note: Only authorized users can approve and delete files. Approving or deleting at this level will apply to all transactions in
the file 2

@ ForMore Information ¥ Approved X Deleed &% Rejected by System

ECS Process ID:  [TST2 (test2) V|

J On Hold | Deleted or Rejected |

2items ¢
[AlReceived Dates v | [ ] Fitter
Details
[] EilelD File Name Received Date  Expiration Date File Status Number of items v X G File Total t
1 [] 30827083 TST2.01450000020150130.txt  08/11/2015 08/18/2015 ONHOLD T 0 0 0 144,000.00
2 [] 30627065 TST2_PMOL_TESTACCT2 08112015 08/182015 ONHOLD 4 0 0 0 0.04

[ 9 veriy beore approng o gseting @

[T Flle Tolal summarizes all fransachion payment amounts in & received Tle regardless of currency or ransaction ype
§-This symbol appears beside a file ID when you cannot approve the file from this screen due to approval limit exceptions. Select the Flle 1D link and approve individual transactions
11~ This symbol appears beside a file total when the file contains transactions that exceed your single transaction approval limit

3. Select the Verify before approving or deleting checkbox if you want to verify your selections before submitting
files for processing. Leave it unchecked if you want to skip the Verification screen.
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The Secondary Approvals - Verify screen displays the files you approved or deleted.

Secondary Approvals - Verify

Review the list of files. Click Submit to pracess or Cancel to return to the Secondary Approvals page.

File Details

ECS Process ID : TST2 (test2)

Approve Files?

1items

File ID File Name File Total T
1 30827063 TST2.01450000020150130 bt 144,000 nn

tlEile Total all payment amounts in & received file regardiess of currency o transaction type.

+ - This symbol appears beside a file D when you cannot approve the file from this screen due to approval limit exceptions. Select the Flle ID link and approve individual transactions

|" - This symbol appears beside a file total when the file contains transactions that exceed your single transaction approval limit. |

a. Select Submit to process payments.
b. If you do not want to process these payments, select Cancel.

Payment Manager User Guide 14
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Secondary Approvals, Cont.
Approve/Delete Files and Transactions, Cont.

The Secondary Approvals screen displays a confirmation message, and the approved or deleted file no longer
appears in the queue.

Note: If your ECS Process ID is set up with multiple approvals required to release payments, files will remain on hold

and the Approved (¥ ) values in the Details section will only indicate fully approved transactions. The
checkbox is disabled once you have taken action on the file.

Secondary Approvals

Select an ECS Process ID from the drop-down menu to review files pending secondary approval. Select the On Hold tab to perform secondary approvals by selecting files and clicking Approve or Delete. Click the File ID to view transaction details and
to approve or delete individual ImnSammns; Use the Filter to narrow your list of files. Select the Deleted or Rejected tab to review your deleted and rejected files. Note: Only authorized users can approve and delete files. Approving or deleting at this
level will apply to all transactions in the file. ()

@ ForMore Information ¥ Approved X Deleted & Rejected by System

6 Confirmation message

‘Your transaction approvals were accepted. Depending on your company's secondary approval settings, additional approvals may be required on one or more transactions before the file can be processed. Click here to view transaction status.
(PMLA006)

ECS Process ID: \TSTz (test2) v

[ ontold | Deleted or Rejected |

1items ¢&
[Al Expiration Dates_ ~] | | ] Filter
Details
[] Eileln Eile Name Received Date  Expiration Date File Status Numberofitems v | X% GF File Total t
1 [] 20528619 TST2_PMOLDemo2 txt_16435 090172015 09/05/2015 ON HOLD 1M 1 0 0 5,300.00

Everify before approving or deleting @

T - File Total summarizes all transaction payment amounts in a received file regardless of currency or transaction type.
# - This symbol appears beside a file ID when you cannot approve the file from this screen due to appraval limit exceptions. Select the Flie ID link and approve individual transactions
11 - This symbol appears beside a file total when the file contains transactions that exceed your single transaction approval limit

4. To view details for the file just submitted, select Click here in the confirmation message.
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Secondary Approvals, Cont.
Approve/Delete Files and Transactions, Cont.

The Secondary Approvals - View File Details screen displays the details of the approved file you just submitted.

Secondary Approvals - View File Details

Your approved or deleted files are displayed. These files will no longer appear in the Secondary Approvals On Hold tab. Both approved and deleted files can be viewed by selecting
Reports to create a search. Deleted files can be viewed on the Deleted or Rejected tab in Secondary Approvals.

File Details

ECS Process ID : TST7 (Customer T)

Approved Files

1items
Eile ID Eile Hame Humber of ltems File Total T
1 30004338 tsi7_regression.bd 48 45,000.17

1 TheFile Tetal is the sum of the payment amounts of all transactions in a received payment file. Values are summed without regard te currency or whether a transaction is a credit or
debit.

< Retumn to Secondary Approvals ]

5. Select Return to Secondary Approvals to return to the Secondary Approvals screen.
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Secondary Approvals, Cont.
View Deleted/Rejected Files and Transactions

You can view deleted and rejected files and transactions on the Secondary Approvals screen.
Your company must be set up with Secondary Approvals for the Payment Manager service to display deleted and

rejected files and transactions. You must have access to an ECS Process ID to view deleted and rejected files and
transactions for that ECS Process ID.

1. Select Secondary Approvals from the left navigation menu.
2. Select the Deleted or Rejected tab.

Note: If you have access to more than one ECS Process ID, select the ECS Process ID you want from the drop-down
menu.

3. To view file details, select the File ID.

Secondary Approvals

Select an ECS Process |D from the drop-down menu to review files pending secondary approval. Select the On Hold tab to perform secondary approvals by selecting files and clicking Approve or Delete. Click the File ID to view transaction details and
to approve or delete individual transactions. Use the Filter to narrow your list of files. Select the Deleted or Rejected tab to review your deleted and rejected files. Note: Only authorized users can approve and delete files. Approving or deleting at this
level will apply to all transactions in the file. 2/

12 For More Information

ECS Process ID:  [TST2 (iest2) v

["onHola | Deleted or Rejected |

Viewing 1 item [+

[ALL v] | [0EzToes =

File Name Number of ltems  File Status Decisioned By File Total T

1 - TST2.01450000020150130 ket 7 DECISIONED  MULTIPLE 144,000.00

T - File Total summarizes all transaction payment amounts in a received file regardless of currency or iransaction type.
T - This symbol appears beside a file ID when you cannot approve the file from this screen due to approval limit exceptions. Select the Flle ID link and approve individual transactions.
11 - This symbol appears beside a file total when the file contains fransactions that exceed your single transaction approval limit
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Secondary Approvals, Cont.
View Deleted/Rejected Files and Transactions, Cont.

The Deleted or Rejected Transactions screen displays the transactions contained in the file selected.

» Edpeted] of Fapeciig Transacions

R e Bnd resacieg . Fer detads, seledt e for @ Bpecific ns. icon in the Rejecied R i

ECE Process 10 TST2 { test? ) File: 10 : I06ETEIG
Fie Nama - TATZ2.m0_1643440_WOALISERT_0150824144018000 Numiar of Transactions - 7

Deleted or Rejected Transactions

7 o =
[aiPameni Types__ w| | [ .
Crecngr Payment Transacion Tranaacnion Oecrsacd Beicsnin
Dot Tuoe Referoncs ey By Ararcs Payment Amound  Cuneneyt
Conit Dormeatic ACH BUTROO! CELETED BESERY  USD
Cnat Dermmatiz Wew TR0 CELETED Razm  uso
ot Creat Irsamaticnsl ACH  PMITROOZ RLACTLD SYSTEM B nepind LuR
[t Creat Check FMTROOT DELETED A0 USD
pazea Gredit Same Dmy Check  PMTPOOS CELETED AT USD
Crege Fomign Cameney Wi PMTRCO3 DELETED agsa  EUR
Creae Commertisl Card CC PMTFOOS DELETED SS5T7  USD

4. If available, select the Additional Details & icon in the Rejected Reason column to view the rejection details for
a transaction.

The Decision Details window displays the details of the transactions you selected.

Decision Details

Date: 07/29/2003
Decisioned By:  wells, Henry
Receiving Party Bank ID; Data does not meet

Reasons: required length; 122000

A

5. Select Close when finished.
6. To view additional details for each transaction, select the Transaction Number.
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Secondary Approvals, Cont.
View Deleted/Rejected Files and Transactions, Cont.

The Transactions Details box displays details of the selected transaction.

Note: You can expand the details sections by selecting the arrows at the top of each section. File Details,
Transaction Details, Payee Details, Decision Details, and Invoice Details sections are listed.

e {xom]

File Details

ECS Process ID: TSTT (TSTT) File Mame: MTS.DAT
File 10 30000360 Total Mumber of Transackions: 3

Transaction Details
Transaction Numbeér; | AD0EE560 |
Payment Amownt 23.56 (UsSD)
Effective Date DB/29/200%
Payment Type: Wire
Qriginator Acoowrd HUMGe: e “tHum
Racarer Account Mumber: i | [ 1]
Credit or Debit Detit
Transaclion Status; REJECTED
Transaction Relerance. Test

(W Payee Details
Payes Mame1: Henry Wells
Payee Hamea2:

Payee Address: 123 Main Street, Anytown, 5T 11111, USA

Payes Id: 111K 111

Date: 02M1/20XX

ed B SYETEM

7. Select Close when finished.

To view additional transaction or file details, return to the Deleted or Rejected tab of the Secondary Approvals
screen and select another file or transaction.

Payment Manager User Guide
January 2016 19



Secondary Approvals, Cont.
About Email Notifications

All secondary approvers receive email notifications when payments are waiting to be decisioned. You will receive one
email message for all ECS Process IDs that require your secondary approval authorization. If your ECS Process ID
requires multiple approvals to release payments, you will continue to receive emails until all approvals have been
completed, even if you have completed your required approvals.

Your initial notification is sent 30 minutes following submission of a file. If no action is taken, a reminder notice is sent
four hours later. A second reminder notice is sent eight hours later if there are still items in the hold queue.

Payments remain in the hold queue for 5 business days from the receipt of the file. (Business days do not include
weekends and federal holidays). If no action is taken during this time, the system sends a final email notifying you
that the unapproved transactions have been deleted.

Sample email notification for secondary approvals

Payment ManagerE: File Received Notification for TSTT (Test Customer =7 FF Delimited)

A file was received in Payment Manager. Log in to the Commercial Elecrronic Office® and select Payment Manager to perform secondary approvals

** Files Transactions will expire after five business davs of receipt of file. Files Transactions will not be deleted on weekends and US holidayvs. **
** Wire pavments may be rejected by the wire svstem if transactions are approved after the effective date has passed. **
** Payment Manager cut-off times for processing payments**

' Files Received-24 hours a day, seven days a week
Acknowledgments-24 hours a day, seven days a week and retumed within 15 minutes

Confirmations-24 hours a day, seven days a week and returned within 30 minutes
Checks-7:00 pm Pacific Time

Same Day Checks-9:00 pm Pacific Time

ACH-4:30 pm Pacific Time, Sunday release time
Wires-2:30 pm Pacific Time

[ Commercial Card-24 hours a day, seven days a week

Questions? Contact vour client services officer or Treasury Management Client Services toll free at 1-800-AT-WELLS (1-800-289-3357), eption 3, between 6:00 am and 6:00 pm Pacific Time,
Monday through Friday.

You received this automated email because vou subscribed to the Paymenr Mamager service. Please do not reply to this email; this mailbox is only for delivery of notices

Payment Manager User Guide
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Confirmations

Confirmations are an optional service available for ACH, Wire, and CCER AP Control transactions. Confirmations notify
you when a payment has been processed.

If you are enrolled to receive confirmations, you may receive them via direct transmission or secure email. You may
also download them from the system. Individual transaction confirmation status, rejection reasons, and details are
available for viewing and downloading.

Note: You must be authorized and have the Confirmations entitlement for an ECS Process ID in order to download
its confirmations.

View Confirmation Files and Confirmed Transactions

1. Select Confirmations from the left navigation menu.

Secondary Approvals

Reports
Upload Files

Acknowledgements

Confirmations ()

Administration

Y 4

The Confirmations screen displays.

2. Select the ECS Process ID from the drop-down menu.

Confirmations

Select an ECS Process ID, choose a Confirmation ID, and click Download. To view transaction details, click the Confirmation 1D
< Confirmed B\ Rejected

| ECS Process ID:  [IEIFACEA)] v |

—
62items ¢
| [AIC Types v) || | Fina
onfirmation ID Process Date T Confirmation Type - Confirmed B Reiected Total ltems Confirmation File Total ¥
1 02132015 FX Wire 2 78,514.98 0 0.00 2 78,514.98
~
2 382 0211072015 FX Wire 1 121,467 94 0 000 1 121,467.94
3 O 350 02/09/2015 FX Wire 5 5431708 0 0.00 5 54317.08
4.0 348 02/0872015. FX Wire 1 10,000.00 0 0.00 1 10,000.00
5 (O 46 02/0972015 FX Wire 1 10,000.00 0 0.00 1 10,000.00
6 (O 330 0172572015 FX Wire 8 85.457.98 0 0.00 8 26,467.98
7O 121012014 USD Wire 2 21,3459 0 0.00 2 21,3459
8 () 272 121072014 USD Wire: 2 42.365.98 0 000 2 4236598
9 O m 121012014 USD Wire 4 1431798 0 0.00 4 1431798
10 () 268 121012014 USD wire 2 5453547 0 0.00 2 5453547
Download

T - The Process Date is the date a transaction confirmation was received and made available for viewing via Payment Manager. It is not the transaction settiement, release, or value date
¥ - The Confirmation File Total is the sum of the payment amounts of all transactions provided in the confirmation file. Values are summed without regard to currency or whether a transaction is a credit or debit.
11 - Blank table values indicate data is not applicable for the Confirmation Type.

3. All confirmation types for the selected ECS ID are displayed by default. To narrow your list of confirmations,
select a specific confirmation type from the drop-down menu.

4. To download a file from the Confirmations screen, select the radio button next to the Confirmation ID you want to
download and select Download. Your download format would have been determined at the time of setup.

If you do not see the confirmation file you are looking for, select on the refresh button on the right side of the data
table to refresh the screen.

Note: Confirmations are created on business days and made available after payments have been processed by the
ACH, wire, or CCER system. Availability of confirmations for foreign exchange wires may vary by destination
country.
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5. To save the file, select the save location, enter a new file name, and select Save. A pop-up window confirms

when the download is complete.

View Transaction Confirmation Details

1. Select a Confirmation ID to view the confirmation status for each transaction in the file.

Confirmations

Select an ECS Process ID, choose a Confirmation ID, and click Download. To view detalls, click the C D
< Confimed Bl Rejected
ECS Process ID:  [IELEAGA) v
86,467 98
62 nem.i [+
._]
[Aic Types ] | | | Fina
< D Process Date T+ Confirmation Tvpe @ Confirmed B Reiected Total tems Confirmation File Total ¥
121302015 FX Wire 2 7351498 0 0.00 2 7351498
120102015 FX Wire 1 12146794 0 0.00 1 121,467 94
12092015 FX Wire 5 ceaires 0 0.00 5 ceaios
02/09/2015 FX Wire 1 10.000.00 0 0.00 1 10,000.00
12108/2015 FX Wire 1 10.000.00 0 000 1 10.000.00
01252015 FX Wire 8 £6,467.98 0 000 8 86,467.98
120102014 USD Wire 2 213488 0 000 2 21,3489
120102014 USD Wire 2 1238598 0 0.00 2 236598
o) 120102014 USD Wire 4 1a31798 0 000 4 1151788
10 O 268 120102014 USD Wire 2 5453547 0 0.00 2 sas3547
Download

The Transaction Confirmations screen displays.

1 - The Process Date is the date a transaction confirmation was received and made available for viewing via Payment Manager. It is nof the fransaction settlement, release, or value date.

Transaction Confirmations

[ Transaction C:

Transacion confirmations are listed for the selected ID. Clicka T lion Number to view

B Agditional Details

details. Click the Rejection Reason icon fo view rejection details only.

& ion File Details
ECS Process ID TST1 Total Transactions Confirmed: 2
Confimation 1D 34136 Total Transactions Rejected: 3
Process Date 10/9120X% Total Transactions: 5
Cenfirmation Type: FX Wire

Transactions

5 items

All Confirmation Statuses v | | Find

Transaction Transaction
Number Datet Beneficiary Name Reference 10
263000002 10/9/20XX name1 ip 3
268000001 10/9120%X name1 p 2

10/9120%X name1 1
268000004 10/9/20XX namei rp 4
268000005 10/9720XX. namei rp 5

Confirmation

Status
REJECTED
REJECTED
REJECTED
CONFIRMED
CONFIRMED

Rejection
Reason

a
2
2

Originator  Origination

Amount
8525
88.36

0.93
105539
105539

Currency
uso

T - The Transaction Date is the date the confirmation was created by Wells Farge's Wire system.

Download File

Return to Confirmations

2. All confirmation statuses for the selected confirmation ID are displayed by default. To narrow your list of
transactions, select a specific status from the drop-down menu.

3. Select a Transaction Number to view the transaction’s details.
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Confirmations, Cont.
View Transaction Confirmation Details, Cont.

The transactions details are displayed.

=}

o [c ion File Details
ECS Process ID: TST1(SITest 1111 12212)

1 Caonfirmation 1D: 34136
Process Date: 10/09/2014
Confirmation Type FX Wire

1 Total Transactions 5

N Ci ion Tl ion Details

| Confirmation Status: CONFIRMED
Transaction Date 10i09/2014
Transaction Time: 16.15.09
Originator Amount: 1,055.39 Debit

3 Origination Currency: usoD

9 Beneficiary Amount 70.67 Credit
Destination Currency:
Settlement Date: 10/09/2014
Beneficiary Name: name1 rp

N MNetwork Reference Number.

141009X%091014161021383

¥ Originating Details

Originating Bank:
Wells Fargo Reference #:
Transaction Type:

Originator Reference Number:

4
2345
SWIFT

¥ Beneficiary Details

Beneficiary Bank: Lioyds Bank PLC
Release Date: 10i09/2014
Value Date 05/09/2011
¥ FX Data
Exchange Rate 0.05051394
Rate Description: EURUSD
FX Contract Number, 091014161021383
FX Deal Date: 10/09/2014
| ¥ Rejection Detail

‘ Rejection Reason:

-
JTTFETE TS e Uare nre toT TTES CIESIET UT TVENS Aoy S vUITE STSTeTT A—
4. Select Close to close the details and view the Transaction Confirmations screen again.
Confirmafongs  Transaction Confirmations.
Transaction confirmations are kited fof e seicted C 1D Chcka Rumber 1o viw . Gk the 10 v
B 2agnanal Detsits
ECS Prodess D T5T1 Teaal Transactions Confirmed. 2
Confirmation 10 4136 Tolal Transactions Rejected. 3
Frocess Date 1 Total Transactions: 5
Confirmaton Ty, FX Wire
Transactions
5 mams |
Al Confirmation Slatses v Find
| Mumbsr Daizt Densficiary Nams Beference I0 Sanus Reason Ameuni  Cumsncy
268000003 VRN namel g 3 REJECTED B 825 USD -
284000001 AWK name! @ 2 REJECTED B B8 USD
268000003 ABINE namel g ] REJECTED B 003 uso
6000004 HVWIORX namei m 4 CONFIRMED 105530 USD
| 0000z ANWHX namel 5 CONFIRMED 105539 UsD
Buetun to Confirmations
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5. Select Download File to download your file from the Transaction Confirmations screen, or select Return to
Confirmations to download from the Confirmations screen.

View Rejection Reason

If a transaction has been rejected, you can view the rejection reason on the Transaction Confirmations screen.

6. Select the Additional Details icon in the Rejection Reason column.

T -The date  Welks Fargs's Wire system.

The rejection reason is displayed.

7. Select Close to close the rejection reason and view the Transaction Confirmations screen again.

Note: Rejected USD wires do not have a rejection reason.
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Reports

Report functionality lets you:

e Search for and view payments.
e Create custom reports.
e  Share reports with others in your company.

Search for Transactions

Search is the report function that allows you to search for and view payments.

Secondary Approvals

Reports Q

Upload Files
Acknowledgements

Confirmations

Administration

h,

1. Select Reports from the left navigation menu.

The Reports screen displays.

Reports

Selecta report and ciick Run or Delete. To create @ new report. select New Search
Hate. You cannol nun raports il have expired.

0 There are no saved reports for this Company. (PMLEDOT)

oo

0 Mems

Report Nameé « Access

No records found

Scheduled Reminder | Created |

|

2. Select New Search to begin a new search.
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Reports, Cont.
Search for Transactions, Cont.

3. The Search screen displays the criteria you can use to narrow your search results.

Search

Sie0 50 D05 Process NN dolic SA50AN BESCH SR B AESIAN Bn3 e Seafch T4 fivl T SR0MN SAa) 53 B epon Hier Ts Report i, $H60 AN 200 Ertpns 31 AECRIAT. Snd Gy Sive
* Fageined Fletd [ For Were infonmalion

ECS Procass ©

Fibd M

Transachon Sthatus

rEAEICEEN Amdunt [

ot g 1 T - -
Sranidcsn Bk

Fope hams

it BgaTs COREET BT B SEE TERgE e SRy BT Iy 08 CORIORT. I s B AT I GO TRARE % RS ORI B et T EpEn] moefrBey

Save Search as Report

Liche Prwale aooean alcwik ooy Ba seer wic Sreaded a repod B2 vee £ SRhaned ecoees sicwn ol caer witt S nigoring edifeeeris 352 accens 2 ECS O vew 4 repert

About Searching

e Select the box next to the ECS Process ID to search for transactions for that ID. You can also select
multiple or all ECS Process IDs to which you have access. The system returns transactions for all selected
ECS Process IDs.

e To narrow the search results by a particular file or group of files, enter a full or partial file name in the File
Name field.

e To narrow search results by Transaction Status, select one or more status options. You can also select for
all statuses by selecting all or no status options.

e To search for transactions within an amount range, enter a low Transaction Amount and a high Transaction
Amount.

e The amount on the right must be greater than the amount on the left. Both must be greater than zero.

To search for transactions by Date Range, select two dates to search between. Your dates cannot be more
than 90 days apart, and your From date will be earlier than your To date. Reports created with a date range
will expire 90 calendar days (including weekends and federal holidays) from the creation date. To run the
report indefinitely, leave the Date Range blank.

e To search for transactions by Transaction Reference, enter the check number or the transaction reference
number.

e To search by payee, enter a full or partial Payee Name. For example, enter “John Smith” for an exact
match, enter “*Smith” to list all names ending in Smith, or enter “John*” to list all names beginning with John.

4. Enter your search criteria, and select Search.
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Reports, Cont.

Search for Transactions, Cont.

The Search Results screen displays the transactions matching the specified criteria.

Search Results

Specifictransaction.

To create a report of the search results, click Create Report. Click Filter to narrow down the infarmation that will appear on the report. To view details, selectthe Transaction Humber for 3

Search Criteria Revise Search | New Search
ECS Process ID: TST1 (test1) Amountis): 50.00 to 1,200.00
File Mame: Date Range: 710/20XX - 7141/20XX
Transaction Status: APPROVED, DELETED, REJECTED Transaction Reference:
Payee Mame:
Al o | | == 58 items
ECS Process D= File ID Payment Amount Effective Date Transaction Status Transaction Reference Transaction Number
1 TET itestl) 30075555 350.00 (USD) 07A41720%% DELETED 1ALNT )
2 TST (testl) 30075599 750.85 (USD) 07A120K% DELETED SALNT
3 TSTH (test1) 30075599 982.21 (USD) 0Tt 20xx DELETED BALNT B
4 TST1 (testl) 30075599 1,025.00 (USD) 0711/205% DELETED 10ALNT
5 TST1 (testl) 30075599 323.00 (USD) 071205 DELETED 15ALNT
& TST1 (testl) 30075598 £30.00 (USD) 0741/206% DELETED 162ALNT
7 TST1 {testl) 30075599 352.00 (USD) 0711205K DELETED 1T2ALNT
8 TST1 itestl) 30075599 777.00 (USD) 0T1/20%K DELETED 187ALNT
9 TST1 (test) 30075599 965.00 (USD) 0711/20%% DELETED 19ALNT
10 TST1 (test1) 30075599 100.00 (USD} 0711/204% DELETED 21ALNT
11 TST1 {testl) 30075598 200.00 (USD) 07 41/206% DELETED ZZALNT
12 TST1 itestl) 30075588 300.00 (USD) 0741/20%% DELETED 23ALNT
13 TST1 (testl) 30075599 400.00 (USD) 0711/204X DELETED 24ALN »
< |
Create Report Return to Reports
5. To view additional details for each transaction, select the Transaction Number.
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Reports, Cont.
Search for Transactions, Cont.

The Transaction Details box displays the details of the selected transaction.

File Details
ECS Process |D: TST4(testd Skt yamini) File Mame: EDI_Sample_SP18313.txt
File ID: 30026182 Total Mumber of Transactions: 3

Transaction Details

Transaction Number: 44252132
Payment Amount: 0.01 {USD)
Effective Date: 09/20/20XK
Payment Type: Domestic ACH
Originator Account Mumber: Bt 111
Receiver Account Number: 2084
Credit or Dehit: Credit
Transaction Status: APPROVED
Transaction Reference: 20000

¥ Payee Details

Payee Name1: Henry Wells
Payee Address: 123 Main Street, Anywhere, ST 11111

Payee Id: XX0011XX
("\ ecision Details
Date: 09/08/20
Decisioned By: Bill Wells
Reasons:
~~\
Y Inivoice Details
Number Gross Amount Digcount Amount  Withholding Amount Net Amount Currency Description
WFTEST4 1,300.00 0.00 1,300.00 USD

To expand the details sections, select the arrows at the top of each section.

e File Details — includes file details related to your transaction

e Transaction Details — includes additional details of your transaction

e Payee Details - includes payee details related to your transaction

e Decision Details - includes information regarding how the transaction was decisioned
e Invoice Details - includes invoice information related to your transaction

The Decisioned By field includes the following based on transaction status:

e Approved - list of users who approved the transaction for release into production
e Deleted - the name of user who deleted the transaction

Rejected - identifies when the system rejected the payment and for what reason

Multiple approvals - data is only captured and reported when the final approval is submitted

6. Select Close after viewing the transaction details.

The Search Results screen again displays.

7. Select Revise Search to edit your search criteria or to save your search as a report to run again.

8. To start a new search, select New Search or Return to Reports.
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Reports, Cont.
Create Reports

1. To create a report from your search, select Create Report.

Search Results

To create areport of the search results, click Create Report. Click Filter to narrow down the information that will appear on the report. To view details, selectthe Transaction Humber for a
specifictransaction.

Search Criteria Revise Search | New Search
ECS Process ID: TST1 (test1) Amount{s): 50.00 to 1,200.00

File Mame: Date Range: 7/10/20KX - 7111/ 20KX

Transaction Status: APPROVED, DELETED, REJECTED Transaction Reference:

FPayee Mame:

Al | | [ Fitter 68 items

ECS Process IDa File ID Payment Amount Effective Date Transaction Status Transaction Reference Transaction Number

1 TST1 (test1) 30075599 350.00 (USD) 07A120KK DELETED 1ALNT L/
2 TST1 (testl) 750.66 (USD) N7 A120KK DELETED SALNT

3 TST1 itestl) 982.21 (USD) 074120%% DELETED BALNT

4 | TST1 (test1) 1,025.00 (USD} 07 4120KK DELETED 10ALNT

5 TST1 (test1) 323.00 (USD) 0744/20%% DELETED 15*ALNT

6 TST1 (testl) 530.00 (USD) 07 1120KXK DELETED 16*ALN

7 TST (test) 352.00 (USD) 0711720%X DELETED 1T*ALNT

8 | TST1 (test1) 777.00 (USD} 07141/205X DELETED 18*ALNT

9 | TST1 (test1) 5.00 (USD}) 07 A41.20KX DELETED 1GALNT
10 TST1 (test1) 100.00 (USD) 0F1120KXK DELETED Z1ALNT
11 TST1 (testl) 200.00 (USD) 0F1120KK DELETED
12 TST1 (test1) 300.00 (USD} 0F1120KK DELETED
13 TST1 (test1) 400.00 (USD} 0741.204X DELETED v
£ >

-
%eturn to Reports
-—

The Transaction Activity screen displays your search results in a report view.

Transaction Activity
WELLS
18] PAYMENT MANAGER
USER 01

Transaction Status: APPROVED, DELETED, REJECTED

Payse Name:

Transactions - Summary Vie

Transaction Reference

Report Criteria
ECS Process ID: TST1 (test12) Amount(s’ 1,000.00 to 1,200.00
File Name: Date Range:

Run Date & Time: 07/12/20% 313 A1/ 2

Payment Manager

ECS Payment Effeciive Payment Originator Account Receiver Account  Creditor  Transaction Transaction Transaction
ProcessID FilelD  Amount Date Type Humber Humber Debit status Payee llame Payee Address Payee Id Humber Reference
15T 20061393 1,000.00 (3 0230204 Auto Dbt Cdt 1426 Debit DELETED LastlameCardHolder 22 FDM_TP_001 PMI00000000001
z Card
30061393 1,000.00 ¢ 08 Auto Dbt Gt 1129 Credit DELETED LastHameCardHolder FOM_TP_001 pmi00000000003
carg
30061383 1,000.00 Auto Dbt Cdt Debit DELETED LastHameCardHolder FOM_TP_001 PMI00000000004
card

The report displays your search results in a Summary View. You can show any related rejection or invoice details by

selecting the Details View.

2. Select Print to print the report.

Note: When choosing Print, the format that displays on the screen, either Summary View or Details View, is the one

that prints.
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Reports, Cont.
Save Reports, Cont.

3. To download the report, select Download and format you want.

If you have a search you want to run more than once, you can save your search as a report.

4. To save a report, select Reports from the left navigation menu.

Secondary Approvals

Reports Q

Upload Files

Acknowledgements
Confirmations

Administration

h, A

The Reports screen displays.

Select a reporf and click Rum or Dedete. To create a new report. select New Search
Note: You cannct run rapers hat have expired.

0 Thare are no saved reports for this Company. (PMLEDOT)

==

Report Name & ACcess Scheduled Reminder  Created
Mg records found
4 2l

5. Select New Search on the Reports screen.
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Reports, Cont.
Save Reports, Cont.

The Search screen displays the criteria you can use to refine your report results.

Search

Selectan ECS Process ID(s), enter additional search criteria as necessary, and click Search. To save the search criteria as a repart, enter the Report Name, select additional criteria as necessary, and click Save

* Required Field  [2] For More Infarmation

*
ECS Process ID [ Ecs process In
[ TST1 itest1)
[] TsT2 tst20)
File Mame:
Transaction Status: .L.Dpr-wed Deleted [¥| Rejected
Transaction Amaunt 50 o |1z00
Date Range (2 mm/ddfyyyy o mm/iddiyyyy

Transaction Reference:
Payee Name:

Note: Reports created with a date range will expire 90 days after they are created. If you don't select a date range, you can continue to run the repert indefinitely.

Save Search as Report
Report Name® Same Report (60 char max)
Schedule Reminder: @ MNone (w
Access @ ® Private
O shared
Note: Private access allows only the user who created a report to view it. Shared access allows all users with the reporting enttlements and access to ECS ID to view a report.

Search | Save I Return to Repors

Note: Refer to the Search for Transactions section for information on the search fields available.

6. Enter a name (up to 60 characters) in the Report Name field. Choose Schedule Reminder if you would like to
receive a reminder about your report. If you do not want to schedule a reminder, select None from the drop-down

menu.
7. To share your report, select Shared as the access option. If you do not want other users to have access to your
report, select Private. Remember, anyone with Reports entitlements associated with the report will be able to

see it.

8. Enter your report criteria and the additional report information, and select Save to save your report.
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Reports, Cont.
Save Reports, Cont.

The Reports screen displays a message that your report was successfully saved. Your report now displays in the list
of reports.

Select 3 report and cick Run o Delete To creabs & new repan. select Hew Search
MNaote: You cannol rum répons hal have spired.

o Yiour report was successhully saved. [PRILBDTZ)
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Reports, Cont.
Run Reports

1. Select Reports from the left navigation menu.

The Reports screen displays a list of reports you have permission to access.
Salect 3 report and click Run or Dedebe To creats & néw repor, select lew Ssarch
Nobe: You canndt nun répons hat have opired

Ry Saarch
1 Remis
v M|  [ad
Beport Rame = ALCENS cheduled Reminder  Lieaied Date
1 O | Same Akge Shared HoHE 0825 2o
] X
| Rur ] [ Detea |

2. To view details of a report, select the Report Name.

The Report Criteria box displays criteria details for the selected report.

T T |

Same Report Criteria
ECS Praceas D TSTT (Test Customer #7 FF Delimited)
[File Name: TestReportSave
Approved
Transaction Status: Deleted
Rejected

Transacion Amount Range: 5000 to 1,200.00
Dats Rangs
Expiration Date:

3. Select Close to return to the Reports screen.
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Reports, Cont.
Run Reports, Cont.

1. Torun areport, select the button next to the report and select Run.

[

Select a rapor and click Run or Delete. To créata & new réport. salect New Search.
MNele: Yau cannol run reparts thal have expired.

Hew Search
1 ltems
- [
Eeport Hame « ACcRgs dcheduled Remender | Lreated Date
1| & | Same Bepod Shared NOME 0T 2010 127

fd

[

The Search Results screen displays the results.
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Reports, Cont.
Delete Reports

You may delete any report you created.

1. Select Reports from the left navigation menu.

Secondary Approvals

Reports Q

Upload Files

Acknowledgements

Confirmations

Administration
h I

The reports you can access display.

o— ]

Selecl a repon and dlick Run or Delete To creéals 2 new report. select New Search.
Mofe: You cannot run reports thalt have expired
Henw Search
2 Itama—l
T || N
Report Hame = Atcess Scheduled Reminder  Created Date
1 AmERepart Shared MOME ITRZ00 13
2 {3 SameBepog Shared HOME OTRNZN0 11X
4 >
[ fun |
—

.,

Note: You can delete any private or shared reports you created. You cannot delete shared reports you did not create,
unless you are a Profile Manager.

2. To delete a report, select the button next to the report and select Delete.
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Reports, Cont.
Delete Reports, Cont.

A confirmation message displays when the report has been successfully deleted.

Repors

Select a report and click Run or Delete. To create a new repor, selact New Search.
Mote” You cannot run reports that have expired.

@ vour report has been deleted. (PMLB0DS)

Mewr Search
1 lkemis
a ] [riner |
Egport Hame = Agcess Scheduled Beminder  Croated Date
1 O SameRegord Shared HOHE o2z

él - i
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User Administration
Manage ECS Process IDs

You can set up your company users as Profile Managers, which are users who have access to the administration
screen. You can also have someone from Wells Fargo assist with your user administration.

You can easily manage ECS Process IDs online. With the Payment Manager service, you can edit nicknames and
ECS Process ID-level entitlements, and view an audit report to monitor entittement changes for ECS process IDs and
users.

Note: You must be setup as a Profile Manager for an ECS Process ID to be able to perform administration for that
ECS Process ID.

1. Select Administration — Manage ECS Process IDs.

Secondary Approvals

Reports

Upload Files

Acknowledgements

Confirmations

Administration

Manage ECS Process 1Ds ()

Assign Users
Manage Users
Audit Report

2.  The Administration screen displays a list of the ECS Process IDs and Nicknames to which you have Profile
Manager entitlements.

Manage ECS Process IDs

‘Select an EC S Process ID to update and cick Edit. Change the settings as needed. Click Save 1o apply your changes, or click Reset to retum to previcusly saved settings. Note: Unsaved changes will be lost

(@ For More insarmastion
Company: PAYMENT MANAGER ADDDOT - ADOODT
ECS Process ID TET2 ~ IEH
ik ==
Gurral Sellings r m——
e Upioad Repens Acknewtedpements Confimatians.
o o o Enroled
‘Secondary Approval Setings: (2 Number of Secondary Approvals Required: || -

Payment Type: Sehect al leist ane paryment ype o hold for apgraval
'.; Payment Types

Y P a——
o [ESF

Payment Amount: & Hokd all payment amounts Tor appeowal

Hodd payments greater than

3. To edit the ECS Process ID entitlements, select Edit.

Updating ECS Process ID entitlements will affect all users for that ECS Process ID. ECS Process ID users can only
be granted an entitlement if that ECS Process ID has the entitlement enabled.
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Manage ECS Process IDs

Select an ECS Process ID to update and click Edit. Change the settings as needed. Click Save to apply your changes, or click Reset to retun to previously saved seftings. Note: Unsaved changes will be lost

[2) For More Information

Company

ECS Process ID: TST2 ~ Edit

Nickname: ltest2 |

General Seflings: File Upload Reports Acknowledgements Confirmations

¥ 1 v Enrolied
Secondary Approval Settings () Number of Secondary Approvals Required:
Payment Type: Select at least one payment type to hold for approval,
[ Payment Types
[w] Account Reconcilement ltem (ARP}
B2C Emailiobile Phone Payment
¥ (esp) v

Payment Amount: (@ Hold all payment amounts for approval

O Holdpayments greatertnan [

Enter as a whole number greater than 0, & g 25000,
Edit Reset | Cancel

3. Locate the ECS Process ID you want to edit.
4. Update the Nickname and the checkboxes for File Upload, Reports, and Acknowledgements.

All users with access to the selected ECS Process ID will see the updated Nickname once you save your changes.
The Confirmations column contains either Enrolled or Not Enrolled to indicate if the ECS Process ID is receiving
confirmations. If you are currently not enrolled, contact your Treasury Management sales consultant or your banker to
enroll this ECS Process ID.

Set by authorized approvers to release a payment for processing in the Secondary Approvals section. You must
designate as least as many users entitled to secondary approval as there are approvals required.

Increasing the number of approvals required will continue to hold pending payments until the new number of
approvals are completed. Decreasing the number of approvals required and pending payments that already have
approvals meeting the revised criteria will remain on hold for one more approval from any authorized approver before
being released. Payments will not release for processing without this final approval.

5. Indicate the payment types requiring secondary approval. Select the Payment Types checkbox to hold all
payment types or hold only the payment types selected until secondary approval has been completed.

Note: Changes to payment type selections take effect with your next file submission and will only hold payments
meeting the revised criteria. This change will not apply to payments currently pending secondary approval or to
Commercial Card-CCER AP Control (CCR) payments when you choose to hold individual payment types. All other
payments will be automatically released.

6. Select Payment Amount to hold all payments or only payments above a specific amount until secondary
approval has been completed.

e Payment amount changes take effect with your next file submission and will only hold payments meeting the

revised criteria.

The amount must be entered as a whole number greater than zero.

Decimals, characters, and letters are not allowed.

Amount can be a maximum of 10 digits.

The amount threshold applies to both foreign and domestic currency transactions when you have chosen to hold

all transaction payment types (e.qg. if customer sets payment amount criteria to 25000, it will apply to international

payments as follows: 25000 yen, 25000 euro, 25000 peso).

e This change will not apply to payments currently pending secondary approval or to Commercial Card-CCER AP
Control (CCR) payments.

Note: To add or remove the Secondary Approval entittlement from ECS Process IDs, you must contact your Treasury
Management sales consultant or your banker to request an implementation change.

7. Select Save to save your changes.

A confirmation message displays when your changes have been saved.
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Assign Users

To provide entitlements to users for an ECS Process ID, you must first assign the user to the ECS Process ID.

Note: You must be set up as a Profile Manager for an ECS Process ID to be able to perform administration for that
ECS Process ID. Profile Managers are automatically given access to all ECS Process IDs under the company
they belong to.

To assign users to an ECS Process ID:

Secondary Approvals

Reports

Upload Files

Acknowledgements

Confirmations

Adminigtration

Manage ECS Process IDs

Assign Users O

Manage Users
Audit Report

1. Select Administration - Assign Users from the left navigation menu.

The Administration screen displays a list of Available Users and Assigned Users for selected ECS Process IDs.

Administration
To assign users to an ECS Process ID, select an ECS Process ID, select users from the Available Users column, click Add to move the users to the Assigned Users column, and click
Submit. To unassign users from an ECS Process 1D, select an ECS Process ID, select users from the Assigned Users column, click Remove to move the users to the Available Users
column, and click Submit
Assign Users to ECS Process IDs
Company: ABC COMPANY XXX
ECS Process IDY| | TSTH (test12) »

Available Users Assigned Users

Test Uzer 1 - User(1 Test User § - User(s

Test User 2 - User(2 Test User 7 - User)?

Test User 3 - User03 Test User & - User08

Test User 4- User04 Test User § - User(3

Test User 5 - User(s Test Uzer 10 - User10

Select All | Clear Select All | Clear

5items Sitems

X e

If you have access to more than one ECS Process ID, select the ECS Process ID you want to edit from the drop-
down menu.
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Administration, Cont.
Assign Users, Cont.

Note: If you select an ECS Process ID other than the default ECS Process ID, a new list of Available and Assigned

Users displays.

Administration

To assign users to an ECS Process ID, select an ECS Process ID, select users from the Available Users column, click Add to move the users to the Assigned Users column, and click
Submit. To unassign users from an ECS Process 1D, select an ECS Process ID, select users from the Assigned Users column, click Remove to move the users to the Available Users

column, and click Submit.

Agsign Users to ECS Process IDs

Company: ABC COMPANY XXX
ECS Process D |TSTH (test12) »

Assigned Users

ilable Users
Test User 1 - User1 Test Uzer 6 -
Test User 2 - User02 T -
Test User 3 - User03
Test User 4 - User04 Test User 9 - User09
Test User 5 - User0s o est User 10 - User010
(=" 2
Select All | Clear Select All | Clear

5items 5items

-0
i3
o
i

2. To assign a user to the ECS Process ID, select the Available User(s) name, and then select the right arrow to

move the user to the Assigned Users list.

Note: You may select more than one user name to assign multiple users at a time. Select All to select all available

users.

The selected users move from the Available Users list to the Assigned Users list.
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User Administration, Cont.
Assign Users, Cont.

Administration
To assign users to an ECS Process ID, select an ECS Process ID, select users from the Available Users column, click Add to move the users to the Assigned Users column, and click
Submit. To unassign users frem an ECS Process ID, select an ECS Process ID, select users from the Assigned Users column, click Remove to move the users to the Available Users
column, and click Submit.
Assign Users to ECS Process IDs
Company: ABC COMPANY XXX
ECS Process ID: | TST1 (test12) »

Available Users Assigned Users

Test User 2 - Userl2 Test User § - Userls

Test Uszer 3 - Uzer03 Test User 7 - Userl7 ‘

Test User 4 - User(4 Test User 8 - Uzerld

Test User 5 - Userls Test User § - User(9

Test User 10 - User010
= Test User 1 - Userl1 ]
<=
)

Select All | Clear Select All | Clear

4items Gitems
[ submit JEEEEES

3. Toremove a user from the ECS Process ID, select the Assigned User(s) name and then select the left arrow to
move the user to the Available Users list.

Note: You may select more than one user name to move multiple users at a time. Select All to select all assigned
users.

The selected user(s) move from the Assigned Users list to the Available Users list.

Administration
To assign users to an ECS Process 1D, select an ECS Process ID, select users from the Available Users column, click Add to move the users to the Assigned Users column, and click
Submit. To unassign users from an ECS Process 1D, select an ECS Process 1D, select users from the Assigned Users column, click Remove to move the users to the Available Users
column, and click Submit.
Assign Users 10 ECS Process IDs
Company: ABC COMPANY XXX
ECE Process ID: | TST1 (fest12) »
Available Users Assigned Users
Test User 1 - User01 Test User & - Userl6
Test User 2 - Userl2 Test User 7 - User07
Test User 3 - User03 Test User & - Userl&
Test User 4- User(4 Test User 9 - User(9
Test User 5 - User0s Test User 10 - Userl10
Select All | Clear Select All | Clear
Sitems 5items
Resel

4. Select Submit when finished.
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Manage Users

Before you can grant a user entitlement to an ECS Process ID, the user must first be assigned to that ECS Process
ID. You can grant user rights to:

e Reports

e File Upload

e Acknowledgements

e Confirmations

e  Secondary Approval

e Self-Approve for File Upload

Note: To perform administrative functions for an ECS Process ID, you must be set up as a Profile Manager for that
ECS Process ID.

Depending on their role, you can customize each of your users with their own settings and access for each ECS
Process ID. For example, they may have access to all entitlements under one ECS Process ID, but only access to
Reports for another. You can also remove users from an ECS Process ID, and they will be unable to access any
information for that ECS Process ID.

User entitlements are dependent upon ECS Process ID entitlements. Users can only be granted an entitlement if the
selected ECS Process ID has that particular entitlement.

Note: To add Secondary Approval authority or Confirmations functionality to an ECS Process ID, contact your Wells
Fargo representative.

Secondary Approvals

Reports
Upload Files

Acknowledgements

Confirmations

Adminigtration

Manage ECS Process ID=

Assign Users

Manage Users Q

Audit Report

L -

To manage ECS Process ID entitlements:

1. Select Administration - Manage Users from the left navigation menu.
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User Administration, Cont.
Manage Users, Cont.

The Administration screen displays an ECS Process ID and a list of assigned users for that ECS Process ID.

Manage Users

To manage user entitiements, select an ECS Process ID and click Edit. Update user entitiements as needed, and click Save to apply your changes. Click Reset to return to previously saved seftings. Note: You must have enough users assigned to Secondary Approval to
meet the number required for the selected ECS Process ID.

* Required @ For More Information

Company- PAYMENT MANAGER A00001 - A00001

ECS Process ID: TST2 (test2) v
UGS 0T SECBNaan
Approvals Required:
29 tems
User Name and ID .. Reports File Upload Acknowledgements. Confirmations secondary Approvals (2
/| Secondary Approval ~
Enter imit amounts as whole nur eater than 0, e.g. 25000
Single Transaction Approval Limit 00!
1 wels, Henry - WFXO00XK1 el ] i Cumulative Daily Approval Limit 000000

Self Approve for File Upload
Confirm Self Approve for File Upload

2 Brown, Pat- WROO00E@
3 Fargo Jennifer - WFXXXXKE
4 Whitz, John - WFX0000G3

5 Smith, Bill - WR0000K0

6 Jones, Bob - WRXXOO00M.

Secondary Approval
Secondary Approval
Secondary Approval
Secondary Approval

Secondary Approval

LR SRR SIRC SR AR
LNRRCSER NIRC NN SR Y
CARNC SRR SERC SRR SR Y

Kelly, April - WFX0000E

| = |

Secondary Approval

2. If you have access to more than one ECS Process ID, select the ECS Process ID to edit.
Note: If you select an ECS Process ID other than the default, a new list of users displays.

3. To edit user(s) for the ECS Process ID, select Edit.

The Administration screen displays in Edit mode.

4. To grant entitlements (File Upload, Reports, Acknowledgements, Confirmations, and Secondary Approvals) to a
user, select that checkbox.

Note: If an entitlement is disabled, you must first grant the entitlement to the ECS Process ID for it to be available to
users.

e When you grant a user Secondary Approval entitlement, the approval limit boxes become available. Set the
single transaction and cumulative daily approval limits for each user with Secondary Approval entitlement.
a. Single Transaction Approval Limit — maximum value user can approve per transaction
b. Cumulative Daily Approval Limit — maximum value user can approve in a day (sum of all transactions
approved in the day)
c. The assigned transaction limits apply to all foreign and domestic currencies. For example, a limit of
500,000 means $500,000 USD, but it would also mean 500,000 EUR, 500,000 pesos, etc.

. When you grant the user Secondary Approval entitlement, the Self Approve for File Upload checkbox
displays. To grant a user the Self Approve for File Upload entitlement, another user with administrative rights
must confirm this entitlement to activate it.

) To remove a user’s entitlement, de-select the checkbox.

Note: Profile Managers cannot grant or modify their own Secondary Approval entittement. Contact another Profile
Manager or a Bank Operator to request updates to your Secondary Approval settings.

Payment Manager User Guide
January 2016 43



5. Select Save to save your changes. Select Reset to return the entitlements to their original settings.

A confirmation message confirms your changes were saved.

Manage Users

To manage user entitiements, select an ECS Process ID and click Edit. Update user entitiements as needed, and click Save to apply your changes. Click Reset to return to previously saved seftings. Note: You must have enough users assigned to Secondary Approval to
meet the number required for the selected ECS Process ID.

* Required @ For More Information

0 User entitlements updated. Approval limit changes are immediate. Other changes are effective with the user's next session. PML3002

Company- PAYMENT MANAGER A00001 - AD0001
ECS Process ID: TST2 (test2) v
Number of Secondary

Approvals Required:

29 items
User Name and ID .. Reports File Upload Acknowledgements Confirmations Secondary Approvals 2/
¥ Secondary Approval
(Enter mit amounts as whole numbers greater than 0, ¢.g. 25000) 2
Single Transaction Approval Limit %
1 Wels, Henry - WFXCX00X1 i 0 1] 1] Cumulative Daily Approval Limit *
[ seif Approve for File Upload
Confirm Seif Approve for File Upload
2 Brown, Pat - WFXO000@ [m] LI secondary Approval
3 Fargo, Jennifer - WFXGO000®. O [ secondary approval
4 Whie, John - WFXX0X3 O [ secondary Approval
5 Smith, Bill - WFX)00X0 O [ secondary Approval
& Jones, Bob - WF0O00M O [ secondary approval
7 Kelly, April- WFRXO00KE ] [ secondary Approval v
Edit  Reset
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User Administration, Cont.
Audit Report

The Audit Report allows you to monitor your organization’s settings with a snapshot of current entitlements for your
company’'s ECS process IDs and assigned users. The report also lists changes to entitlements that have occurred
during the previous 90 calendar days.

Secondary Approvals

Reports

Upload Files

Acknowledgements

Confirmations

Adminigtration

Manage ECS Process IDs

Assign Users
Manage Users
Audit Report (3]

e, i

To view your Audit Report:

1. Select Administration — Audit Report from the left navigation menu.

The Audit Report displays.

2. Select Report Type. You can choose to display ECS Process ID settings or User Entitlements or both.
3. Select the ECS Process ID to display, or select the ECS Process ID checkbox if you have access to more than

one ECS Process ID and want to view them all.
4. Select Modified By to display the Profile Manager who made changes. You can also select All Profile

Managers.
5. Select Create Report.

Note: If you select an ECS Process ID other than the default, a new list of users displays.

Audit Report

Create an audit report of entitiement and setting updates for the last 90 days by choosing a Report Type, ECS Process ID, and Modified By and selecting Create Report.
Keep the defautt selections to include all modifications for every ECS Process 1D in your list. Note: ECS Process IDs and Profile Managers in italics had activity during the past 80 days, but their current status/role has changed. (2]

* Required [# For More Information

Report Type: * [All Seffings/Entitiements v
ECS Process ID: * ECS Process ID
Teo2 ~
TCoA
T5T2 !
Modified By: * | [All Prafile Mangers <] |

Create Report
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User Administration, Cont.
Audit Report, Cont.

Your Audit Report displays.

Audit Report
Al SeminguEnNfiements

Report Criteria
At Typr
ECS Paztess ID

Metnan iy

ECS Process ID: TST4

Current Settings Summary

Micknama

Activity in the Past 20 Days

Al SetEngaFtitiemesss

AN Bealits Mansgers
Ty

File Upkoad Heports
on o

Mumber of Secondary Approvals Reguined: '
Payment Types Hedd for Appravak

Bayment Aemcunts Hetd for Approval:

on Uneeed

Commercal Cerd COER AP Conrol {CER) Damestic ACH (DAL]

Hu Date & Tiehe: CBOATUTE 114 MT

Uner Mame and 10 File Upload Feporm

Jaran, Batres . WFXOCUS on on o
Syt Kaly . WRIOCOTS on on o
Pated, Rard - WFXOOOET on o on
Jonacn, Aprt - WFXO00E] on on o

Sell Agortnen for File Upload States On

Singie Transecson Approval Lime: 1000

Paymant Msnager

Nage: Tre wahie servee
Acthity Ditail
Dhate and Time Mudiled By ECS ProcessiDilser Sethrg Entmemant Gafore Alter
DROND01S 1125 T System™ 5 Frocess ka: TST4 FMOL Customar Aztive Fisg Active
Zorbrmatiors, Enrgied
Seccndary Acproval on

Humber of Secondary Approvals fequired

By Amcamt kS AN Byt Asoures
Paymant Typs - Comimicsial Caod COLR AP Controt Mok
{CCR)
Payman Type - Domestic ACHIDAC) Hod
DWOEOS 1141 MT Seyihe, Keby . WSO Semyhe, Kedy - W03 Cemtematorn on o
Single Tranesttion Acproval Limt 1,000 000 000 0,000
Curmulation Dy Appeorval Lierdt 1,000.000,500 1,000,000

The report displays your search results.

6. Select Print to print the report.
7. To download the report, select Download and format you want.

Product Support

Contact Us  Help

Select Help for access to Frequently Asked Questions, a How Do 1? and About sections, and a Glossary. Select
Contact Us for details on how to reach your client services officer, or call Treasury Management Client Services
at 1-800-AT-WELLS (1-800-289-3557), options 5, Monday to Friday, 6:00 a.m. - 6:00 p.m. PT.
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