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Introduction

Welcome to the FIS secure LBXcentral interface providing access to lockbox image archive and
reporting. LBXcentral allows users to search and access images and reports stored on the Long
Term Archives (LTA). Users may also view, print and email images and reports stored in the
archive. It also includes a client decisioning module and allows the retrieval of exception items
and the ability to decision and update the status of these items.

This guide has been created to assist all users with a step-by-step explanation of how the
application operates and how it can be used for efficient and effective access to your image
archive.

The viewer application consists of four components: Long Term Archive (LTA), Client
Decisioning Model (CDM), Post Processing Work (PPW) and Reports.

IMPORTANT NOTE: Some of the information in the displays has been altered to protect
confidential information.

Getting Started

Check Computer Software

To view images stored on the check archive you must have two different types of free software
installed. They are:

Browser
+*»* Internet Explorer — versions 8 upto 10
« Chrome

R/

% Firefox

Reader

R/

%+ Adobe Acrobat Reader — Version 8.0 or higher

This software is available free of charge via the Internet. If you are not allowed to or cannot
download the software please contact your desktop support group for assistance.

Log In

Access LBXcentral via an internet browser with the appropriate URL provided by your Company
Administrator. The log in page appears.

Page 3 of 27 Midland E

States Bankg




=

UserlD:

Password:

Secure Login Information — Before you attempt to access the archive, make sure you have
secured the following information from your Company Administrator:

% UserID

7

% Password

Password Information

This password is temporary; you will be prompted to change your password the first time you
successfully login. You will also be asked to set up challenge questions and will be required to
answer one of three challenge questions each time you log in. This is for your protection and
ensures that only you know your password.

All passwords must be at least eight (8) characters in length, contain at least one upper-case
letter, one lower-case letter, and include at least one alpha and one numeric character. It
cannot contain the word ‘password’ and it must not contain repeated characters (example:
Password1; jackie555). The password cannot contain repeated character from the previous
password, if applicable. You may not resuse a password within 10 consecutive passwords.

Protect Your Password - It is important to protect login information. Your password is your
personal access key into the system. Do not share or reveal your password to unauthorized
personnel. Do not leave your login information on your desk or in public view. This creates a
breach in system security which could allow unauthorized access to proprietary information.

The following page will display on initial entry into the application, showing the temporary
password expiration and requirement to create new password and security questions.
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Password Expired. Please enter a new password.

Password:

New Password:

Confirm New Password:

Please select and answer the questions below.

|High School Mascot [+]
| Favorite hotel ]
| Favorite Color [+]

Change Password Cancel

Notes:

% The system will time out after 15 minutes of inactivity — a warning message will appear
three minutes prior to time out:

B 2:36 - Session Timeout - 3:02 PM

Your session is about to expire.
Press OK to renew your session, or Cancel to

end your session.
[0 ][ Concet |

7

%+ Three unsuccessful log in attempts will lock the user out of the system. At that point,
the user must contact their Company Administrator to have the password reset.

+*» Each Security Question offers a selection of choices; below are samples of some of the

challenge questions.

High School Mascot

| Mother's Maiden Name |
High School Mascot
Favorite hotel

Favorite Color

Favorite movie/TV Show
Favorite actress/actor
Favorite music

Favorite vacation spot
Favorite Team

City of Birth

7

% The answer fields for the security questions will, by default, have masking dots
populated in the windows. You must delete those masking dots before entering the
security question answers.
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Please enter a new password.

Password:

New Password:

Confirm New Password:

Please select and answer the questions below.

High School Mascot [~]
| Favorite hotel [*]
|Favorite Color [=]

Change Password Cancel

Once all the choices have been made and confirmed, click on the Change Password button to
save the selections.

Upon each login, one of the selected security questions will be presented.

Submit Cancel

Password Expiration

All passwords automatically expire every 45 days. When your password expires, you will be
prompted to change it.

To maintain site security, it is recommended passwords be reset anytime there is a possibility a
password or login information may have been revealed to unauthorized personnel.

Simultaneous Logins Not Allowed: Your User ID and Password can only be logged into the
Archive once from any workstation. If you login to another workstation using the same User ID
and password, the application running on the original workstation expires and will log you out.
In other words, your latest active session will always be valid.

After log in is complete, the home page, or landing page is visible. Please take a moment to
become familiar with a few of the features of the home page.
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Home Page Overview

The home page reflects a menu bar with the entitled features for each user. The following
provides a brief description of the main areas of the home page.

Group Selection Bar

To the right of the Main Tool bar on the Home page is the Group drop down selection bar. The
search box next to the dropdown arrow allows users to enter the name of the group or partial
name for a quick look-up.

Home  Archive  Administration Modules Change Password Logout x E

[=}- Generic Bank

[=}- DemoBank N -

[5}- Demo CSG

El- ¥ Bank Demo

BankDemo Test Group

Healthcare Services
L test

Wallys Wholesale

¥ Demo Client

[ =My Test Archive2

Users can select any group options visible. Your Administrator may give you access to all
lockboxes or just a selected group of lockboxes. If you feel you are missing access to a lockbox,
please contact your Company Administrator.

Access granted at one level provides access at all lower levels of the application. In this
example, if a user’s access is granted at the highest level of Generic Bank level, the user would
have access to all lower levels. For this example, this user would be a company Administrator.
However, if the user’s access is granted at the lowest level — ABC Retail, that user will only have
access to work processed for the ABC Retail lockbox.
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Broadcast Messages

Broadcast messages may appear when the company has important information to share or
when the Administrator has an important message for the staff using the application. This box
will appear on the left side of the home page. Please check this message section daily.

Broadcast Message A

No messages at this time.

Main Tool Bar

Home Administration Change Password Logout

The Main Tool Bar is located in the center top of the website pages. There are different Tool
Bars depending upon which level of hierarchy the user is accessing. The one listed above is
from the top level of information. Normally, this level of information is for use by the
Administrator or an administrator-level user.

Once the user accesses the other levels of information, a different Tool Bar will display. Listed

below is the Tool Bar visible from the second and subsequent levels of company information.
The features will vary from user to user, depending upon the user’s established roles.

Home Archive Administration Modules Change Password Logout

A brief summary of each function is listed below:
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Home - The Home screen allows a user to select a group from the dropdown menu located on
the right. A user can also type in a group name (or partial name) in the box next to the
dropdown and select the appropriate group from the search results. A user defaults to the
group that was selected at last login.

The user can select the application (described below) from the menu bar. The screen also
shows any broadcast messages.

Selecting the Home option will return the user to the home page from any page within the
application.

Archive — Archive allows access to multiple search options for data and images. Users can
access the archive of images from this option, or within the Archive dropdown under Modules.

Note that the terms Archive, Long Term Archive and LTA are interchangeable.

Administration — The Administration module provides the Administrator with the tools to
create, modify and delete users, provide specific entitlements for the user, manage group
information and reports showing the activity of the users in the various sections of the
application.

Auditing Reports are also available from the Administration module. Auditing will be available
to all users; however, Administrators may restrict certain auditing features for some users.

Change Password Logout

Admin Tracking
LTA Audit Tracking
CDM Audit Tracking

- Load Tracking
A

Modules — The Modules selection on the main tool bar allows users to navigate to the various
work areas of the LBXcentral to which the user is granted permissions. Each module is
explained in detail on pages 10-26.

Home Archive Administration Change Password Logout

Archive

Daily Summary

CDM >
PPW »
Reports
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Change Password — Allows the user to change their password at any time.
Reminder: Passwords must be between 8 and 50 characters, contain at least one upper-case

letter, one lower-case letter and one number. It cannot contain repeat characters, special
characters or the word ‘password’.

Manuals - A copy of both the Administrator Guide and User Guide can be found under this
tab for easy access.

Admin

User

Logout — Signs the user out of the system.

Using LBXcentral to Search and Retrieve Images

Archive Search Panel

As mentioned earlier in this guide, you can access the archive by either clicking on the Archive
menu button in the Tool Bar or by clicking Modules and then Archive. The Archive Search
screen will then display. The search panel has three search areas:

1. Transaction Level (process date information)
2. Coupon Level (if applicable)
3. Check Level

When searching for data, the user begins by populating the Process Date field within the
Transaction Level search. The Date must be in DDMMYY format OR user may use the pop-up
calendar to click on desired date. The user may refine the search further by Batch ID or
Transaction Amount, but those fields are not required. The user may also include Check Level
data OR Coupon Level data within the search criteria, but it is not required. The panel contains
all of the fields available for searching the business data within the archive. The panel includes
a unique drop down list of search operators (see below) for each searchable field. The search
options vary depending on the type of field.

After completing data fields for the desired search, click on Search or Clear to begin a new
search.
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Search | Results |
Transaction Level VI Search I Clear
Batch
e ET "] B e ET—
. T"'":[ Equals v || ‘

Applied Amount:[es v | Account#:[Eass ]
Coupon Account:[Equals v Applied A t:[Equals V]
Seq#:| Equals v

Check#:| Equals v

R/T:[fwas V]

Within each search field, there are drop down boxes for search options. Here is a brief
description of each search operator:

X3

%

Equals: enter exact information to be searched

Starts with: enter beginning field information for item(s) being searched

Ends with: enter ending field information for item(s) being searched

Contains: enter partial field information to be searched

Less than: numeric information less than value entered will be searched

Less than or equal to: numeric information less than or equal to value entered will be
searched

Greater than: numeric information greater than value entered will be searched
Greater than or equal to: numeric information greater than or equal to value entered
will be searched

+* Between: enter a range of field information (from and to)

X3

%

X3

%

X3

%

X3

%

*
X4

*

X3

%

X3

%

¢

This example reflects a search entered for work processed on May 4, 2012 for checks beginning
with the number “5” and the amount beginning with the number “1”.

Search | Results |
fvows{ TR =TT x B
’ M ETS Y] '
Su Mo Tu We Th Fr Sa

Compontevel s
Applied Amount: | Equals [ 9| [ 12]
Coupon Account: |Equals

Account#: ]

Applied Amount:
Seq#:

Check#:[Staswith V|5
R/T.

[ 21] 22} [ 25|
27] 28] 20] 30f 31]
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Here are the results of the request made above:

[4 Results. |

i = [ Process Date Tran # Item Type Account# Applied Amount Coupon Account Check# R /T BatchID Client ID Seq# Trans Amount
EE 0 20120504 1 stub 152.97 700026 00001 1 $152.97
=@ 0 20120504 1 check 152.97 5652 1777777 700026 00001 2 $152.97
EE ] 20120504 4 stub 160.00 700026 00001 7 $160.00
EEE ] 20120504 4 check ; 160.00 5657 © ~ 700026 00001 8 $160.00

Data can be sorted by clicking on the column header hyperlinks.

_Search | Results.

4 Results. |
[= < | IProcess Date Tran # Item Type Account# Applied Amount Coupon Account Check# R /T Batch ID Client ID Seq# Trans Amount|
EE O 20120504 1 stub 152.97 700026 00001 1 $152.97
EE O 20120504 1 check 152.97 5652 1°T""7" 700026 00001 2 $152.97
EIE /] 20120504 4 stub 160.00 700026 00001 7 $160.00
EE [ 20120504 4 check ; - 160.00 5657 - - 700026 00001 8 $160.00

Search | Results Highlighting the icons on the left of the search results screen:

12 Results.

The check box allows the user to review, save or export one or

‘—
= ._ O more transactions. The first check box will select all the items; or
check for the specific item desired.
BEEE O
=2 R E [] Data can be saved two ways —
PDF icon indicates the file can be saved as a PDF file
B e =)
' H The Disk icon indicates the file can be saved as a CSV file
= =l [ A check box or series of check boxes must be selected.
el LES _ _
— The single check displays only the checks from the selected
=2 ERF 0 transactions(s).
=EEE O
— ] The multiple checks display all documents within the selected
i o R transaction(s).
=2&F 0
== [ The q'uote bu'bble indicates :?mnotations (comr.ner?ts) .are
' associated with the transaction. If the bubble is highlighted, there
E2 are annotations. If it is grayed out, there are no annotations with

the selected transaction(s). See section on annotations below.
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If there are multiple transactions matching the search criteria
entered, the page numbers will be displayed at the bottom of the
results pane.

This is an example of the search results with a check image selected:

Searchy | Results |
& |
= = O Process Date Tran # Item Type Account# Applied Amount Coupon Account Check# R /T Batch ID Client ID Seq# Trans Amount
= =0 20120504 1 stub 152.97 700026 00001 1 $152.97
= =l [ 20120504 1 check 123456789000 152.97 5652 88776655 700026 00001 2 $152.97
= 20120504 2 stub 85.53 700026 00001 3 $85.53
= = O 20120504 2 check 123456789000 85.53 5655 88776655 700026 00001 4 $85.53
= =0 20120504 3 stub 39.00 700026 00001 5 $39.00
= O 20120504 3 check 123456789000 39.00 5656 88776655 700026 00001 6 $39.00
= = 0O 20120504 4 stub 160.00 700026 00001 7 $160.00
= =0 20120504 4 check 123456789000 160.00 5657 88776655 700026 00001 8 $160.00

v

5655

LR ——— T R
RECRARA AT T polars@ET
~. " NOTNEGOTIABLE

e o oo -

12053104 27312400000034L06591 SB5G. . 57 - o

The PDF results panel contains all the images associated with the selected item. The last page
of the PDF will also contain business data in a report. The PDF bottom image panel is an Adobe
PDF reader panel and has all the functions and features available with your Adobe version. To
increase the size of the images page, place the mouse in the gray bar and drag it up. It will
expand the display window to reveal any image information not visible in the current view.

To begin another search, user needs to click on the Search tab (shown above).

Annotations

As mentioned earlier, the user can access the annotations associated with a transaction by

clicking on the Annotation icon from the search results screen. Thisicon [ ' ]is available at
various different parts of the application for easy access to annotations. The icon can also be
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used to add new annotations. When the link is clicked, a popup window appears as shown
below:

B Transaction Comments

ﬂ Add new record a Refresh
User Date/Time Annotation
zloneill 7/25/2012 9:52:00 AM test
Zloneill 3/7/2012 11:52:00 AM wail This is an example of a message added as an annotation.
zloneill 1/19/2012 11:24:00 AM test
[l ]
Templates

LBXcentral offers the option to build search templates, creating the search parameters only one
time and reusing them.

There are many options for template construction. In this guide, a few examples will be
offered.

Template construction is via Archive, which can be accessed either by the Archive icon on the
Tool Bar or by Archive from the Modules icon on the Tool Bar.

Home Archive Administration Change Password Logout

l Archive |
CDM »
PPW »
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Select the variables to use for the template. In this example, the date range from February 1,
2014 to February 28, 2014, has been selected as the options to save.

Search | Results |
All Vl Search I Clear
Process; Batch

o T — YT [oaze1a B C — —

T“““| Equals Ml ‘
Applied A Equals v A Equals v
Coupon Account:|Equals v Applied [Equals M
Seq#:|Equals v
Check#: [Equals M
R / T:|Equals v

Click Add Template to save the selected information.

Adding new template

Label: ltemplate 1 |

Description: IDate range feb 1 to feb 28 2014 |
Ml Locked

No Search Templates

Label the template and provide a brief description, if desired. To prevent the template from
being deleted, select Locked. Click Save to store the template.

Template saved.
Label: | I

Description: | |

D Locked

[ template 1 Date range feb 1 to feb 28 2014 2/21/2014

Once saved, the information will be displayed for review.
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To access templates, select Saved Templates and the list of templates will be displayed. Select
the template desired from the list. Once selected, click Use to open the template.

Label: Itemplate 1 |
Description: |Date range feb 1 to feb 28 2014 | m
M Locked

template 1 Date range feb 1 to feb 28 2014 2/21/2014 ‘ Select

Select any other options for the search, and click on Search:

Search | Results

Transaction Level

ProcesSeomeen v][020114 |[022814 |

VI Search !I Clear

N T“'":| Equals v |

Applied o v | Account#:[Equals v

C N :\Equals M |
| Equals v {—I
Account: Seq#:| Equals v]
Check#:[Equals M|
R/Tifeauas  vi345)

CSV and PDF Displays

Once the archive information selected is displayed, it may be saved in either CSV or PDF format.
To save the data in CSV format, click on the disk icon [ = ] from the display.
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Search | Results

: 20120504
EEE 0 20120504

=&E0d 20120504
BEEE O 20120504

Shown below is the CSV file displayed from the request above:

A B C D E |
1 |Process Date Tran# Item Type Account# Applied Amount Coupon
2 20120504 1 stub 152.97
3 20120504 1 check 123456789000 152.97
4 20120504 2 stub 85.53
5 20120504 2 check 123456789000 85.53
6 20120504 3 stub 39
7 20120504 3 check 123456789000 39
8 20120504 4 stub 160
9 20120504 4 check 123456789000 160

To keep the CSV data, go to the File tab, select Save As, and provide the path with file name
desired for the data.

Selecting the same data to be saved as a PDF file offers the option to save different pieces of
the data. In this example, all data for the checked transactions is selected.
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20 Results.
f2

HI = I Date Tran # Item Type CHK Acct # Amoun

=&

=EE

=&

(s)

Coupor.lu(s)/Correspondence(s)

=25E

=&

Front(s)
Back(s)

=l (Lok ] [Cancel ]

i
i)
"'_ﬂ|
<

Your browser will give the option to open and view the data or save the PDF file.
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Client Decisioning Module (CDM)

The Client Decisioning Module is available for entitled users to view, review and decision any
items that were rejected during the normal lockbox processing.

To access this module on the main menu, select Modules, CDM and then select a CDM option,
as shown below:

Change Password W ELEL Logout
Archive
. oM »| Main |
PPW » Search
Reports Activity Report

|

The CDM menu has 3 sub-menus:
1. Main — Access items requiring decisioning, as well as any items that have been
decisioned but not yet swept from the system.
2. Search — Allows you to search across any item viewable from the Main page
3. Activity Report — Display the decisioning details for a given day or week.

The Main link is the most used option. By selecting this link, the user gets the overall view of all
the items (that the user has access to) grouped by their type and status. The Search option can
be used if you want to search one (or more) specific criteria. The Activity Report displays the
CDM activity details in a report format (see page 23 for details).

CDM Main

Clicking on this link gives an overall view of the outstanding CDM items. The sweep time and
the total CDM items are displayed on the top-left. The item summary grouped by Batch Type
and the status is displayed below that. When the user clicks on a group-item on the left, all the
items listed in the summary are displayed below.
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Current Group:

Sweep Time: 4:00 PM Process Date RefID Status BatchID Clientld SuspenseType Trans Amount
Total Items: 478 —
(5] 20140310 315798 Accepted 81375 00123  Out of Balance 131.75
20140310 315799 Accepted 81375 00123  Out of Balance 186.50
= Account Number Validation
Accepted (155) 20140310 315800 Accepted 81375 00123  Out of Balance 172.50
NoDecision (87) E] 20140310 315801 Accepted 81375 00123 Out of Bal 164.50
= Out of Balance = cep! of Balance -
Accepted (25) LG 20140310 315803 Accepted 81375 00123 Out of Balance 186.50
NoDecision (210)
Rejected (1) 20140310 315804 Accepted 81375 00123 Out of Balance 186.50
20140310 315808 Accepted 81375 00123  Out of Balance 491.25
20140310 315812 Accepted 81375 00123  Out of Balance 177.75
& = 20140310 315815 Accepted 81375 00123  Out of Balance 205.00
[ ;J 20140310 315818 Accepted 81375 00123  Out of Balance 204.75
123

By clicking on the editicon ~ , you can view the details of the CDM transaction, as explained
in the next section.

CDM Details Page

This screen gives you the detailed information about a CDM item.

Transaction Accept Reject Hold Annotations Back to Queue "_l
Tran# NES Load Date Ref ID RollupCode Site ID WS ID A
2.00 NoDecision 20110101 12 11.00 999.00

Difference: $0.00
Checks ‘ Default ‘ Deleted - 0 Modified - 0

B Amount AccountNumber CheckNum
X O sesse7 12347899
Stubs  +Add 1item(s) ‘ Default ‘ Added -0 | Deleted -0  Modified - 0
‘ B Coupon Account Applied Amount Account 2 Paydate Account 4
x O $15.00
v
x O $33.00 AB-123 201
< >

Page 1 of 4

=

o [

PAY TO THE

t::f te tnmlwa (

NOT NEGOTIABLE
weMo -

105331042732 i0000003L0659" LBSI
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The action panel (at the top of the screen) contains buttons for all the actions that can be
performed from this screen, namely Accept a transaction, Reject a transaction, put it on Hold
and/or add an Annotation. You may Save a transaction to review later or select Cancel.

You can also go back to the CDM list by clicking on the Back to Queue button.

The transaction-level details are depicted in the top panel.

The check-level details of the transaction are displayed below, followed by the Stub(s) or
Coupon-level information, and then the image panel. The coupon level data can be modified by
entering data in the editable fields. A coupon can be deleted from the transaction by clicking
on the X. In addition, new virtual coupons can be added by clicking the Add Item button and
then providing the necessary information.

Images are on the bottom of the screen. Note that images can be manipulated with the Zoom,

Fit, Rotate and Flip buttons. By selecting the PDF button, the images can be saved or emailed,
etc. as a PDF file.

CDM Search
Change Password Logout
Archive
. oM » Main
PPW > [ Search l
Reports Activity Report

This option brings an LTA-like search screen where you can specify search criteria (as shown

below):
[
Transaction Level ISearchHClear]
Load Date: [EEEEa i v | 022414 |RollupCode:[Eauals V]
Site ID:[Equals v J Status:|Equals v
WS ID:|Equals M| | Batch Type:|Equals v
P T — )
Batch#:[Equals V] J
e — )
Coupon Level Check Level
Applied A t:[Equals v | Equals v
Coupon A 1| Equals v /| A ber:|Equals v
Account 2:[Equals V| \ CheckNum:
Payd: Equals v |
Account 4:[Favss ] )

The results are displayed in a Results tab, as shown below:
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= Save Results

ClientID Expire Date SuspenseType RefID Trans Amount Status Process Date Batch ID
& ?J 00999 6/13/2015 Account Number Validation 18044 167.80  Accepted 20130311 87441
& = 00999 6/13/2015 Account Number Validation 18045 51.90  Accepted 20130311 87441
& = 00999 6/13/2015 Account Number Validation 18046 3352.75  Accepted 20130311 87441
& = 00999 6/13/2015 Account Number Validation 18047 3352.75 Hold 20130311 87441
& 5 00999 6/13/2015 Account Number Validation 18048 167.80 NoDecision 20130311 87442
() = 00999 6/13/2015 Account Number Validation 18049 167.80  Accepted 20130311 87442
& = 00168 6/13/2015 Out of Balance 18050 92.50 NoDecision 20130311 87443
&= 00999 6/13/2015 Account Number Validation 18051 486.20 NoDecision 20130311 87443
& = 00999 6/13/2015 Out of Balance 18052 251.70  Rejected 20130311 87456
(] = 00999 6/13/2015 Account Number Validation 18053 146.10  Accepted 20130311 87457

12
1
You can clickonthe ~— icon (at the left of each item) to see the details of the CDM

transaction. The annotation data is accessible from this screen also using the annotation icon,

=)

Post Processing Work (PPW)

LTA items sometimes are flagged for additional workflow processing. For example, change of
address, suspense item, correspondence, etc. To access this module, select Modules on the
Main Tool Bar and drop down to the PPW menu and then select the option desired as shown
below:

Change Password Logout

Archive
Daily Summary
| CDM 3
PPW 4 Main
Reports PPW Report

The PPW menu has 2 sub-menus:
1. Main — Access the documents requiring your review
2. PPW Report — Display the status details for a given day or date range in a report format.
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PPW Main

All the PPW items that are visible to a group are summarized by PPW queue and status on the
left panel (under PPW Summary). The queue categories are customized to identify your
document types. When you select a group from the summary screen, all the PPW items in that
group are displayed in the “PPW Queue List” pane as shown below:

Status |[PPW Queue List - Type: C ence - Status: Unprocessed
Total Items 118 | i i ) T
Apply this status to the selected items on this page: |In Review v Ipd:
PPW Summary ] RefID  Seq# Process Date  Batch # Amount L L
= Correspondence
Vi 239322 1 20110107 3
Not Completed (1) e g
Unprocessed (33) iew O 239329 1 20110107 3
& Change of Address View O 239333 1 20110107 3
Unprocessed (17) View [] 239336 1 20110107 3
 Change of Account View 0 239339 1 20110107 3
Unprocessed (16)
= COM Rejects View O 239342 1 20110107 3
Unprocessed (17) View O 239345 1 20110107 3
= Additional Dollar Dist Amount View ) 239348 1 20110107 B
Unprocessed (34) View O 239351 1 20110107 3
View O 239354 1 20110107 3
View O 239357 1 20110107 3
View O 239360 1 20110107 3
f23

From this PPW main screen, you can perform the following activities:
1. Change the status of a single transaction.
2. Change the status of a group of items.

To perform activity 1, you need to navigate to the PPW Details page. Click on the View link (to
the left of each transaction) to go to the PPW Detail screen.

Below is the edit screen. To change the status of the document, use the Status pull-down.
Standard status options are:

* InReview

¢ Completed

* Correspondence

* Change of Address

* Account Information Change

The Move To pull-down allows you to move an item to a different queue.

Mark the items in the transactions you wish to change the status on, then click the Update
button. You can scroll through the documents by clicking the Next Item hyperlink or you can
exit the current item by clicking the Return to List hyperlink. The image(s) for the transaction
are on the bottom of the screen.
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PPW Detail - Group: ) Actions
Ref ID: 239387 : -

: v Decision: Update
Type: Change of Address | Status: [In Review | pd |
Process date: 20120531 Annotate:

Batch Number: 5394
Last Mod. Date: 2/3/2014 | Move To: | Change of Address v

INavigate: Return to List Next Item

Checks

Check Check
Status ItemType Account No R/T

Edit Check 123471 38 567008360

Coupons
O Status  ItemType Account Other3 Amount2

. | Not
Edit Completed Coupon 123496 0.00

‘ CC100 M2omes s .
4851
. . AT DATE",!/ ’ :_ o
36'24"0?"5 SN s g9
woWIY '\'C EI\MIIOD ( DOLLARS BT
NOT NEGOTIABLE
MEMO w
12053101 273:210000003L06BS9" LBSE

Reports

Transaction information stored in the LBXcentral Archive may be displayed in either of two (2)
methods. First, Remittance Items may be reported via Ad Hoc Reports by performing specific
transaction searches and downloading the results to a CSV. This would include CDM Activity
Reports and PPW Reports. Second, the Remittance System may generate Formatted Reports
that are made available on the LBXcentral Archive along with remittance items and images.

Ad Hoc Reports

CDM Activity Report

CDM activity reports can be created by selecting Activity Report in the CDM menu.
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Change Password Logout

Archive \
- DM » Main
PPW > Search
Reports l Activity Report I
[Day - A 08 v
® Details O Summary
EEP) N
ReceivedDate ProcessDate ReferenceNumber UserID TotalTransAmt TranStatus BatchType SiteID ClientID Bamk®™CID WorkType
Account
20110101 20140408 11 admin3g 91.34 Hold Number 11 999 0 0 R
Validation
Account
20110101 20140408 12 rkaimal 66.67 NoDecision Number 11 999 0 0 R
Validation
Account
20110101 20140408 13 rkaimal 268.57 NoDecision  Number 11 999 0 0 R
Validation
20110101 20140408 21 treynolds. . 45.67 Rejected Property ID 11 999 0 0 R
20110101 20140408 22 BTerrell 66.67 Hold Property ID 11 999 0 0 R
20110101 20140408 23 admin3g 235.57 NoDecision Property ID 11 999 0 R
Account
20110101 20140408 7327 rkaimal 66.67 Rejected Number 11 999 0 0 R
Validation

The CDM Activity Report can be exported to a spreadsheet and saved on your computer by
selecting the Export to CSV button.

PPW Report

Change Password Logout

Archive
CDM >
PPW > Main
] Reports I PPW Report ‘

Users can view details about PPW items, such as the status of the item, what queue it is in, who
completed the item, etc. through a simple user interface. To retrieve the report, select the sub-
menu PPW Report under the PPW menu.

The main screen for the PPW report is below:
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Groups From Date To Date Type Status
| | | | v
Correspondence
date format: date format: Change of Address
mmddyy mmddyy Change of Account
CDM Rejects

Additional Dollar Dist Amount
Partial/Over Pays

Search

Provide the date range and optionally select the PPW queue and/or the status. Then click on
the Search button to retrieve the report as shown below. The PPW Report can be exported to a
spreadsheet and saved on your computer by selecting the Export to CSV button.

Groups From Date To Date Type Status
v [ot0112 | [ot0114 | [Al v v
date format: date format:
mmddyy mmddyy
| Search || Export to Excel
Trans Batch Sequence Process Item Acct User Last Modified Stat Rollup
ID Num Num Date Type Num 0= Name Date S Type Code
239385 5394 1 20120531 Coupon 123494 Unprocessed Correspondence 999
239386 5394 3 20120531  Coupon 123495 Unprocessed Correspondence 999
.Demo  2/3/2014 Not Change of

239387 5394 5 20120531 Coupon 123496 User 11:16:00 PM Completed  Address 999
239388 5394 7 20120531 Coupon 123497 Unprocessed Correspondence 999
239389 5394 9 20120531  Coupon 123498 Unprocessed Correspondence 999
239390 5394 1 20120531 Coupon 123499 Unprocessed Correspondence

The is an example of how the exported results look:

A B C D E F G H I J K L
Batch Sequence Process Item
1 TransID Num Num Date Type Acct Num User User Name Last Modified Date Status Type Rollup Code
2 | 239385 5394 1 20120531 Coupon 123494 Unprocessed  Change of Address 999
3 | 239386 5394 3 20120531 Coupon 123495 Unprocessed  Correspondence 999
4 | 239387 5394 5 20120531 Coupon 123496 Demo User Demo User 2/3/2014 23:16 Not Completed Change of Address 999
5 | 239388 5394 7 20120531 Coupon 123497 Unprocessed  Change of Account 999
6 | 239389 5394 9 20120531 Coupon 123498 Unprocessed  Correspondence 999
7 | 239390 5394 11 20120531 Coupon 123499 Unprocessed  Correspondence 999
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Formatted Reports

Reports that were previously generated by the Remittance System and loaded to the LBXcentral
Archive may be searched for within the LBXcentral Archive and displayed and/or downloaded.
These can be found in the Reports selection on the menu bar for Modules.

Archive
CDM >

PPW

>
| Reports Ilr

A report can be selected using a combination of search arguments by entering qualifying data in
the search fields.

Site ID:[Equals
WS ID:|[Equals V(999
ReportName:|Equals v]

ReportType: Equals

ReportName LoadDate
<IZ] ,11 999 20110101 Batch Summary 10/27/2011 3:58:00 PM
= 11 999 20110101 Batch Detail 10/27/2011 3:58:00 PM

The results screen for a report search will return a list of reports that may then be selected for
display. Clicking on the Report Icon will result in the selected report being downloaded as a
PDF file. A PDF of the report may then be routed, saved or printed as the user wishes.
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