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l. Introduction

Business clients have a capability to originate ACH (Automated Clearing House) electronic payments on
KBBO. ACH payments daily transfer aggregated limit is $100,000 at company Level per business day.
Administrator of Business/Company from KBBO can:

e Enrollment in Pay with ACH Service: Enroll Admin and/or Sub-Users of a Business/Company for
Pay with ACH

e Unenrollment from Pay with ACH Service: Unenroll Business/Company from Pay with ACH

e Manage Pay with ACH Service: Adding/removing Sub Users, Editing Billing and/or Transaction
Account

KBBO Client can make three types of ACH payments:

e CCD (CashConcentration or Disbursement) Business to Business Payments
e PPD (Prearranged Payment and Deposit Entry) Business to Personal Payments
e TaxPayments—BusinesstoIRS

ACH channel payments are processed at below times on a business day, to be delivered the next
business day. Same Day ACH Payments are available until 3:00pm for an additional fee:
e 6:30am
e 9:00am
11:00am
1:00pm
3:00pm
6:30pm
8:00pm

For the Payments that are originated from Pay with ACH service:
e Funds are withdrawnfrom the Transactionaccount the date the payment is released.
e Funds are processed same day and delivered to the receiver by the value date indicated in the
payment.
e Available balance in Transactionaccount is updated when the payment is processed.
e Ledgerbalance in Transactionaccount is updated the day after the payment is sent.

II.  Enrollment in Pay with ACH Service

To Enroll in Pay with ACH service, an Admin of a Business/Company sends a request to enroll in ACH
payment service from KBBO. Once request is received, it takes up to 10 business days for set up.

**Note: An Administrator can enroll itself or a Sub User of the company in Pay with ACH. Ifthere are

multiple Administrators in a Business/Company, then each Administrator must Enroll itselfin Pay with
ACH
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A. Steps To Enrollin Pay with ACH Service
1 Login to KBBO

The Dashboard Screen Appears

2. From the top bar Click on Pay and Transfer Tab and, then Select Pay
with ACH from Dropdown

i. If Administrator has Loggedin KBBO with Verification/Second authentication as
Security Question, then Pay with ACH page will not be displayed, and the
Administrator will be prompted by the system for One-Time passcode

Verification

Mryhm S

e |f Administrator Clicks Cancel on One-Time Passcode window, then
system will take them back to Dashboard page

e |f Administrator Clicks one-time passcode, then System will prompt user
to follow One-Time passcode authentication.

ii. If Administrator has Loggedin KBBO with Verification/Second Authentication as
one time passcode or successfully authenticated as describedin above step,
then Enroll in Pay with ACH page will be displayed. Click on Continue

KeyBank
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3. Read and Accept Pay with ACH Terms and Condition and then Click Next

**Note: The Administrator can also choose to Download the Disclosures by clicking Download.
If Administrator clicks Exit Application, then the Administrator will be taken back to Account
Summary Page

4, Choose Billing Account for ACH and Click Next

Administrator will be given an option to Choose Billing Account from the Company and Accounts in their
profile that are eligible for ACH Billing. The Ineligible Companies Accounts will be displayed but grayed
out by system for Selection. Also, a Link for Pay with ACH fees will be presented
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TEST COMPANY

KeyBank Basic Busness Checking - 0101

Some accounts are not eligible to enrcll, Learn Mare
Back

**Note: If Business/Company has multiple Administrators and if Administrator that first enrolled in Pay
with ACH and has selected Billing Account, then the Administrator enrolling later will not be presented
to select Billing Account

5. Choose Transaction Account for ACH and Click Next

Administrator will be given an option to Choose Account from the Company and Accounts in their profile
that are eligible to originate ACH payments. The Ineligible Companies Accounts will be displayed but
grayed out by system for Selection. Administrator can choose to make selection of Billing and
Transaction Account to be same account.
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Which accounts would you like to make ACH payments from?
1

Ench @ a payment from. Adding accounts later

TEST GOMPANY

| B KeyBank Basic Business Checking - 0101

Some accounts are not eligible to enroll, Learn More
Back

6. Grant Access to Sub Users for Pay with ACH and Select Next

This is an optional step:

e Ifthereare Sub Users in Company, then Administrator will be given an option to grant access to
Sub Users. Itis not Mandatoryto grant access toSub User for Pay with ACH
e [fthereare no Sub Users in Company, then Administrator will not be displayed with below Page

Which sidi-usars weuld yeu ke b gre acsiis for maling ACH paymeis?
d e e | =y B gl | Ly Te o P
1

 FwySank Saaic Business Chacking - 010
gt Farm
Tt arm

T farm
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7. Review and Select Next

Administrator can Review and Edit the information entered on:

e Billing Account Page for Pay with ACH
e Payment Account Page for Pay with ACH
e GrantAccesstoSub User

KeyBank < OponaNewhccount + QL 0 @  SignOH

eeeeee

Let's review your ACH enrollment selections.

Billing Ascount P 4
KeyBank Basic Business Checking - 0303
ACH Enrolied Accounts e
KeyBank Basic Business Checking - 0404
P4
8. Confirmation Page

System will Confirm that Pay with ACH enrollment has been Submitted.

- B

Thanks, JOHN

Fou've maTm pfully submitied scrounty (o b sarslied in Pay wih AGH
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B. Activation of Pay with ACH Service

1. Administrator/s and Sub-User/s will get an email notification once their
enroliment request is complete.

KeyBank O~
Hi there! Your account ending In 0404 is now enralled in Pay with
ACH

Wi e Rv o B SLET UAnNg Pay welh ACH . isCliding s (ee
enhanced eabpes

»  Abfty io ousiomine ACH views wsethin the modules

v Signilcani Imgreements 1 Cusiom repeing options

Wl Py wilh ACH

I you didn't =l up Pay wih ACH and are wonderning why you got s novlcaion
please contact us Pgnt away

2. Administrator login KBBO - From the top bar Clicks on Pay and
Transfer Tab = Select Pay with ACH from Dropdown - Pay with ACH Hub page

. .
is displayed:
KeyBank O Opon & How Accourt + Q0@ sgeon
Pay with ACH
Pay amployess, vendors s 144es quickly and sepurs
Which account would you like to manage?
Companies
TEST COMPANY NAME

3. Administrator Clicks on Go to Dashboard button = they will be
displayed with Pay with ACH screen to originate their ACH transactions
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**Note: After the enrollment request has been submitted and activation email notification
has not been received by Administrator/s and/or Sub-User/s, then meanwhile Administrator/s and/or
Sub-User/s will see Pending Activation Screen when they click Pay with ACH,

-:':.'_'_n s A T ¥ T

Hrplank 0w |

.............

m.  Unenrollment from Pay with ACH Service

To Unenroll in Pay with ACH service, an Admin of a Business/Company sends a request to unenroll in
ACH payment service from KBBO. Unenroll from Pay with ACH removes all the Accounts, all the
Administrators (if Business/Company has multiple Admins) and all the Sub users from the Pay with ACH
service.

A. Steps To Unenroll from ACH
1. Login to KBBO

The Dashboard Screen Appears

2. From the top bar Click on Pay and Transfer Tab and, then Select Pay
with ACH from Dropdown
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i. If Administrator has Loggedin KBBO with Verification/Second authentication as
Security Question, then Pay with ACH page will not be displayed, and the
Administrator will be prompted by the system for One-Time passcode
Verification

Mgt

e |f Administrator Clicks Cancel on One-Time Passcode window, then
system will take them back to Dashboard page

e |f Administrator Clicks one-time passcode, then System will prompt user
to follow One-Time passcode authentication.

ii. If Administrator has Loggedin KBBO with Verification/Second Authentication as
one time passcode or successfully authenticated as describedin above step,
then Pay with ACH page will be displayed. Click on Manage Settings

KeyBank & Q0 ® seon

Pay with ACH

Go to Dashboard

Which account would you like to manage?

TEST COMPANY NAME

3. Select Remove Pay with ACH
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KeyBank ©=x | Smal Busmess Open a New Account +

Mangage the accounts you're using for ACH.

Select edit to remove or add accoun!
Updates m: o1 ays

chedulod payments for

jeward Chacking - 0101

Edit 7

from your profile below. 1t may take up to 10 business days

Remave Pay with AGH

4, Confirm Selection

A Pop-up will be displayed to confirm the Selection

Mangage the accounts you're using for ACH.

Select edit to remove or add accounts.
Updates may take up to 10 business days to process. Pending and scheduled gayments for
R T e R e I S T R

Remove Pay with ACH L
Biing Account © | Edit &
KeyBank Basic Bi
AGH Envoled Accou Eat

bl | Hamrine

Don’t want to use Pay with ACH anymore?

You can remave Pay with ACH sarvica from your profila Dalow, It may taka up to 10 business days
befora your accounts are unanolled

Remave Pay with ACH

5. Confirmation Page

System will Confirm that Pay with ACH Unenrollment has been Submitted

Momglisews T R

Vious'vw successhully remaved Fay with ADH,
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B. Inactivation of Pay with ACH Service
**Note:

e After request for Unenrollment is submitted the Administrator will not be able to access Pay
with ACH Service

e - 0D

B P

e The Administrator will be displayed with Enroll in Pay with ACH screen after Unenroll setup
is Complete

KeyBank %

Enroll in Pay with ACH

IV.  Manage Pay with ACH Service

Administrator can request changes to ACH payment service after setup, such as adding or removing Sub
User users who have access or changing the ACH billing or payment accounts. When a client requests
maintenance, it can take up to 10 business days for the changes to be completed.

e |faBusiness/Company has multiple Administrators, then one administrator cannot
enroll another Administrator to Pay with ACH service. Every Administrator must self-
enroll in Pay with ACH

e Anaction taken by the Admin to either add or remove Billing and/or Transactional
account is at the Company level. Once set up is completed by the bank the changes
will be reflectedin all the Admins and/or Sub Users profiles who have access tothe

DDA accounts
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Only Active Sub-User can be Edited by Administrator for Pay with ACH Service
Sub-User with no access to Pay with ACH Service will be displayed with below
screen, when they Select Pay with ACH

oyOank G |

Sub-User with access to Pay with ACH Service will be displayed with below screen,
when they Select Pay with ACH

KeyBank O Skt 4 QO @ Snon

Pay with ACH

Which aceount would you like to manage?

.......

A. Steps To Manage Sub User/s for Pay with ACH Service

1.

Login to KBBO

The Dashboard Screen Appears

2. From the top bar, select Tools, then Click Manage Access = Manage
Sub-User
©2023 KeyBank. 230310-1966478 Page 13
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3. Manage Sub-User Screen is Displayed

i Select the Active Sub-user from Active Sub-user list
ii. Review Sub-user information Page is displayed
iii. Click Edit Account Permission

Account Permissions =i
TS
e waraar Kt D
- l:'".P‘ls'. .
" e e e w3

iv. System will direct to the Account Permission page

Select the permissions for each

account
Grant ao0ess 10 a company or seiect Speciic accounts.
w  Accownt Asquests m

w  Paymenis & Transbers .m
v Wil Pay arED

w  Pay with ACH [ ruL acces: ]

v.  Select Pay with ACH and Add/Remove Sub User from Pay with ACH service
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Need Help or Have Questions?
Call Customer Service:1-888-588-3977



A Pay with ACH

Make bill payments with ACH

Select the accounts from which the sub-user can send
ACH payments

NO ACCESS

nsaction
made the trar

The accounts displayed bel

the Pay with ACH service.

If you do not see the account you want listed below

« Ensure you have given the sub-user access to the

account. See Account Permissions.

* Ensure you have the account added to the Pay with

ACH service

MUSTARD STREET CONSTRUCTION

incurs a fee drawn from the

l ] TEST COMPANY NAME - 0101

1 for sub-users may take up to 10

the sub-user

vi.  Click Review Changes Action Button on Right side bottom of the Page

glect the permissions for each
account

Gran acoess 10 @ campany ar sekect specilic accounts.

w

HayBank

vii. Review Sub-User permission page is displayed. Review and Click Submit

Account Permissions

v Account Reguests

~ Payments & Transters

v Bil Pay
A Poy with ACH

TEST COMPANY

Test Campany - 0808
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viii. Review Sub-user Information Access page is displayed and will reflect the updated
changes

**Note: Once a client requests to add Sub userto Pay with ACH service it submitted, it will take up to 10
business days for the changes to be completed.

4, Email notification is sent to Sub User when Pay with ACH service is
Active.

]
KeyBank O

Hi there! Your account ending in 0404 is now enrolled in Pay with
ACH.

We're excited for you to start using Pay with ACH, including these new,
enhanced features.

= Ability to customize ACH views within the module
+ Improved Same-Day ACH

- Significant improvements to custom reporting options
Need heip gefting staried? Check out our guide to ACH and Pay with ACH
training videos. Of reach out 16 us by calling 1-800-533-9093 and use Option 2
with reference code JOOOOKXX . For TDD/TTY device, please call
1-800.539-8336

If you didn't set up Pay with ACH and are wondering why you got this notification,
please contact us right away

As always, tnank you for trusting KeyBank with your business.

B. Steps To Manage Billing and Transaction Account/s for Pay with ACH

Service
1. Login to KBBO

The Dashboard Screen Appears

2. From the top bar Click on Pay and Transfer Tab and, then Select Pay
with ACH from Dropdown

KeyBank R | N |

Pay with ACH
Pay eppees, vrsdors ard lases quicy and secosel.

Which account would you like to manage?
Campanies

TEST COMPANY NAME
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3. Select Manage Settings

KeyBank ©=% | Small Business Open a New Account +

Accounts Pay & Transfer v Business Solutions Tools v
< Back to My Account

Mangage the accounts you're using for ACH.

Select edit to remove or add accounts.
Updates may take up to 10 business days to process. Pending and scheduled payments for

removed accounts remain active until we've processed your request

Billing Account Edit /

Key Business Reward Checking - 0101

ACH Enrolled Accounts Edit /

Key Business Reward Checking - 0202

Don’t want to use Pay with ACH anymore?

You can remove Pay with ACH service from your profile below. It may take up to 10 business days

before your accounts are unenrolled

Remove Pay with ACH

4, Click on Edit button on the Billing Account (or Ach Enrolled Account
section whichever Administrator chooses to make changes)

KeyBank $-% | Small Business Open 2 New Account + Q0 @ swon

Make adjustments to your billing account
Thes is whene we'll bill your monthly ACH service fee. e bout ACH fee
KWK STOP FOODS INC

®) Koy 8

**Note: Ineligible account will be displayed to the Administrator but will be grayed out
for selection.

5. Select and click Next
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KeyBank $=r | smal Business openatenAcoout +  Q 0 @  seeon

Make adjustments to your billing account
This s where el il your morithty ACH service fes. Lear

KK STOP FOODS NG

6. ACH Enrolled Accounts will be displayed.
KeyBank O | e Business ComaNewieeot + QO @
Add or remove accounts you would you like to make ACH

payments from

=
7. Select and Click Next.
KeyBank &% | Small Business Open o Now Account + Q 0 ® sgnow

Make adjustments to your billing account
Tris. s where werl il your monihly ACH service fee. Learm more abaut ACH fees

KWIK STOP FOODS ING

8. Review Page will be displayed. Review the changes made and Click
Submit
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KeyBank O | smai Business
Let's review your ACH enroliment selections.
Edit £
t £
9. Confirmation Page will be displayed
KayBark &n | ]

Fi i
W

Thanks, ARGEN

Yiou've secoslully submitted your changes lof socousts
woroiled in Pay with ACH.

**Note: Once a client requests to change Billing and/or Transaction account is submitted:

e it will take up to 10 business days for the changes tobe completed. (Pay with ACH
service will be active with the Accounts before maintenance was submitted)

e Administrator will receive an Email notification that the Account is now available for
ACH payments once the request is complete and the Status of the Account will
changeto Enrolled on the Pay with ACH Hub page

e Until the requestis complete, the changes in ACH Enrolled Account for Pay with ACH
service will not reflect when Administrator/s and or Sub User/s originates the ACH
Payment. The Status of the Accounts will be displayed on the Pay with ACH Hub
Page as Pending:
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