Quick Reference Guide — Login

Signing in for the first time

You will need a Customer ID, a User ID and a Temporary Password to log into the application. Your
Customer ID and User ID are delivered to you directly by an administrator. You may receive your temporary
password via a system generated mail to your email address on file or directly from your company
administrator, depending on your financial institution’s settings.

On the login screen enter required information accordingly:

CUSTOMER ID
USER ID

PASSWORD

For enhanced security, you will next be asked to retrieve a Login Key sent to your email address on file. If
this is not a public or shared device, you can select REMEMBER THIS DEVICE option for future login to by-
pass the Login Key challenge.

There is also the option to request a New Key to be sentif necessary.

An email with a key value has been sent to the email
address on record.

If you do not receive the Login Key email, please view
your Spam folder or contact your Bank Administrator.

ENTER KEY

REMEMEBER THIS DEVICE

Cancel

Send New Key
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Terms and Conditions, when required by the financial institution, will need to be viewed and accepted. You
are provided the ability to email a copy of the Terms and Conditions to your email address on file and to print
acopy.

Terms and Conditions

LeQaIT&C LEmail  Bprint
Bottomline Technologies., on behalf of itself and its affiliates, (together, "Bottomline” or "we" or "us”) is the operator of this Site (as defined in Bottomline's Terms of Use (the
"Terms"). We know privacy is important to you; it is also vital to our business. This Privacy Policy describes the types of "Personal Information” (information that is identifiable

o a particular person) that Bottomline collects (directly or through service providers) in connection with all Bottomline Sites, and how that Personal Information is used, shared
and protected. By using this Site, you are agreeing to accept and comply Bottomline’s Privacy Policy as set forth below.

Types of "Personal Information" we collect. In addition to the types of information described above, we may also collect Personal Information about you when you directly
submit it to us. Bottomline may provide you the opportunity to do such things as subscribe to email alerts regarding Bottomline events, products, services or company news, to
request company information, or to request product or service information through an email contact form. You may opt-out of receiving these solicitations at any time. To opt-
out from communications from Bottomline Technologies, please click here to unsubseribe. Such information may include your name, your company’s name, your personal or
company email address or other contact information. It is up to you whether to provide this information. Such information will be used and disclosed as reasonably necessary
to meet your needs and respond to your requests, such as disclosing it to our email service provider to send you emails or to one of our affiliated entities to provide you with
product information. Parties with whom we share Personal Information are bound to contracts requiring them to use and disclose the information only for the permitted
purpeses and to use reasonable security measures to protect Personal Information from unauthorized access and use. Botiomline may also use and disclose Personal
Infermation to comply with application U.S. and/or International laws, regulations, court orders and lawful instructions from government agencies, to protect the personal
safety of Site users or the public, to prevent and defend claims, to resolve disputes, to troubleshoot problems, to enforce the Terms, and to protect our rights and property. If
you register for a service offered through the Site, Bottomline may collect additional Personal Information and use it for additional purposes reasonably related to that service;
you will be given a supplemental privacy disclosure as part of the registration process.

Cookies & Related Issues. When you visit the Site, we may receive certain standard information that your browser sends to every website you visit, such as the originating IP
address, browser type and language, access times and referring website addresses, and other such information. This data may be used, among other reasons, to improve the
operation and security of the Site by assisting in "authenticating” who you are when you access this Site, particularly if you register for access to part of the Site and are issued

or create a username and password. We may receive additional technical data about the device used to access the Site ('Device Data") (such as device ID, device model, -

E ACCEPT

DE
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Set up your Security Profile information:

D Security Questions (for a forgotten password)

Security Questions Security Contacts New Password

Security Questions

Please complete all security questions and answers to continue. These questions will be
used to validate your identity and provide an extra layer of protection

Answer Criteria

« All answers must be unique
« Answers are not case-sensitive and must be unique
« Special characters are allowed |@#8%*&* (-7, ~=+/

[ Mask Answers

SECURITY QUESTION 1

Select v

ANSWER

SECURITY QUESTION 2

Select ~

ANSWER

SECURITY QUESTION 3

Select v

ANSWER

ﬂ cencel

©) Security Contact Information for one time passcode delivery, if required by your financial institution.

In addition to the contact delivery method of email, you can set up additional methods — text
message and wice. You can indicate which is the preferred default method.

G—e

Security Questions Security Contacts New Password

Security Contact Information

The default contact details below will be our delivery point to verify your identity or send you
important information regarding your account security.

Contact Detail

Email Address
] Email o _ ) Default
janice.cheung@bottomline.com
/\ For extended security, we recommend using a phone number for SMS Delivery.
@ Add Mobile Number
Z\ For extended security, we recommend using a phone number for Voice Delivery.

@ Add Voice Number
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©) Set a new password as the temporary password is no longer valid

@ Y ®

Security Questions Security Contacts New Password

Create New Password

PASSWORD
RETYPE PASSWORD

@ Password requires at least one letter, one number and one special character
® New Password must be different than the Current Password

® Passw cannot contain Customer ID, User ID or any personal information
@ Length must be between 6 and 8

® The password fields must match

@ 5 ~

( \
LN ( back ) Cancel
& N

Hereafter, you are logged in and Home page displays.
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Signing in as areturning user

Enter your Customer ID, User ID and Password:

CUSTOMER ID
USER ID

PASSWORD

Depending your financial institution’s requirement, you may also need to retrieve a One Time Passcode:

USER VERIFICATION

A one time passcode was sent to
gineaccekonkg@bottomline.com via EMAIL

ENTER CODE

Send new code

Need to receive code another way?

Cancel

If you are using a device that has not previously been set in the designation to “REMEMBER THIS DEVICE”,

depending on your financial institution’s settings, you may be prompted to retrieve a Login Key from your
email address on file.

An email with a key value has been sent to the email
address on record.

If you do not receive the Login Key email, please view
your Spam folder or contact your Bank Administrator.

ENTER KEY

REMEMBER THIS DEVICE

Cancel

Send New Key

Hereafter, you are logged in and Home page displays.
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Forgot password self help

In the event that you cannot remember your password, fill in your Customer ID and User ID then click on the
Forgot Password link in the Sign In box. You will be askedto provide correct answers to previously
established Security Questions. A temporary password will then be sent to your email address on file. You
will be prompted to set a new password immediately after log-in. This temporary password must be used
same day.

CUSTOMER ID
USER ID

PASSWORD

m Forgot Password?
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