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MY PROFILE

My Profile allows you to change your Email, Address, and User ID. You can also update your
phone number, security information and view User activity. The My Profile link is located on the
home page User ID menu dropdown.

B Service Center hd
@ Theme Switcher [

2
E Contact Us

My Profile ~

Change Email Address
Change Address [
My Devices

Update Phone Number
Change User ID

Change Password

Change Security
Information

User Activity

Delete Digital Profile

Click on the appropriate option to update Email, Address, User ID, Phone Number or review
specific User Login Activity.
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MY PROFILE — UPDATE EMAIL ADDRESS
e Click on change email address from the My Profile menu. Your current email address will
display.

e Enter new email address and confirm new email address.
e (lick the update button.

Change Email

Current Email: Testuser@unibank.com

New Email:

‘ Testuser@unibank.com ‘

Confirm:

Cancel ‘ Update

For security purposes, you will then receive the Identity Verification screen and choose to
receive either a text or a call to verify your identity.
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Identity Verification

As a security precaution, we need to verify your identity before you can proceed. This
quick process helps us keep your account safe.

Please choose one of the following options.

Send me a text message

We will send you a text message with a confirmation code.

(3] xoxx-2374 ~

Send me a text message

Call my phone

We will call you and ask you to enter a confirmation code
into your phone.

‘ (Xxx) Xxx-2374 v ‘
Call my phone
‘ | can't be reached at any of these numbers ‘ ‘ Cancel ‘

Once you have verified your identity, you will receive a confirmation message that your email
address has been updated.

| © Successfully Updated the Email Address 6
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MY PROFILE — UPDATE ADDRESS

e Click on change address from the My Profile menu. Your current address will display.
e Enter new address.
e (lick the update button.

Address Change Module

Mailing Address:

Address Line 1:

‘39 Church Street ‘

Address Line 2:

City:

‘WHITINSVILLE ‘

Country:

‘US v‘

State:

‘ MA ‘

ZIP Code:

01588 ‘

For security purposes, you will then receive the Identity Verification screen and choose to
receive either a text or a call to verify your identity.
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Identity Verification

As a security precaution, we need to verify your identity before you can proceed. This
quick process helps us keep your account safe.

Please choose one of the following options.
Send me a text message

We will send you a text message with a confirmation code.

(3] xoxx-2374 ~

Send me a text message

Call my phone

We will call you and ask you to enter a confirmation code
into your phone.

‘ (Xxx) Xxx-2374 v ‘
Call my phone
‘ | can't be reached at any of these numbers ‘ ‘ Cancel ‘

Once you have verified your identity, you will receive a confirmation message that your email
address has been updated.

o Your address has been updated successfully. Your updated address X
will appear upon your next login.
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MY PROFILE — UPDATE PHONE NUMBER
e Click on update phone number from the My Profile menu. Your current phone numbers
will display.

e Add or Edit phone numbers.
e (lick the update button.

Change Phone Number

Primary Phone Number

‘ 5082348112 ‘

Secondary Phone Number

‘ 5082348112 ‘

Work Phone Number

Cancel ‘ Update

For security purposes, you will then receive the Identity Verification screen and choose to
receive either a text or a call to verify your identity.
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Identity Verification

As a security precaution, we need to verify your identity before you can proceed. This
quick process helps us keep your account safe.

Please choose one of the following options.

Send me a text message

We will send you a text message with a confirmation code.

() xxx-2374 v

Send me a text message

Call my phone

We will call you and ask you to enter a confirmation code
into your phone.

‘ (xx) Wxx-2374 i ‘
Call my phone
‘ | can't be reached at any of these numbers ‘ ‘ Cancel ‘

Once you have verified your identity, you will receive a confirmation message that your phone
number has been updated.

@ Vour profile has been updated successfully.

MY PROFILE — CHANGE USER ID

e C(lick on change User ID in the My Profile menu. Your current User ID will display.
e Enter New User ID and Confirm User ID.
e Click the update button.
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Change User ID

Your user ID and password are used to log in to this site. This page allows you to change your user ID. Your user ID must be between 6 and 26 charactersin
length and may be made up of both letters and numerals. Special Characters cannot be used when creating a new User ID. Your user ID is not case sensitive.

Existing User 1D: testuser789
New User ID:

Confirm User ID:

You will receive a confirmation message that your User ID has been changed.

o Your user ID has been changed to testuser2123. pd

MY PROFILE — CHANGE PASSWORD

e C(lick on Change Password My Profile menu.

e Enter your current password.

e Enter new password and confirm new password.
e Click the update button.

Change Password

Passwords must contain at least three of the following four items: lowercase letters [a-z), uppercase letters (A-Z), digits (0-9), symbols ~-1@#35 AR F (_+-=2D0 0170
and must be between 8 and 22 characters, You cannot use prior (5) passwords and should make your password as random as possible,

Current Passwiord:

Mewr Passward:

Confirm Passwaord:

You will receive a confirmation message that your Password has been changed.

@ vour password has been changed. e

TR T TR T T T T T T T
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MY PROFILE — CHANGE SECURITY INFORMATION

e Click on Change Security Information My Profile menu.
e Choose your security questions.

e Enter new answers.

e Click the update button.

For your protection, you can establish new security questions and answers, Just like changing your password frequently, changing your security gquestions and
answers helps to ensure the security of your accounts.

As a reminder, if we note unusual activity concerning your account, we will ask some of the questions below ta verify your identify and maintain the security of
your account. If you share this account with someone else, please make sure to share your updated questions and answers with them as well.

For your protection, from time to time we will ask you to establish new security questions and answers. Just like changing your password frequently, this quick

process helps to ensure the security of your accounts.

What Is your father's middle name? ~ ‘

| *
What is the first name of the best man at your weddi__ - ‘

| *
Inwhat city were you born? (Enter full name of city 0... ~ ‘

After clicking the update button, you will be directed to the Review Questions and Secret
Answers page.

You can either Edit your answers or Submit.

Member FDIC
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Please review your Questions and Secret Answers

Your Questions and Secret Answers

1. What is your father's middle name?

[

. What is the first name of the best man at your wedding?

3

. In what city were you born? (Enter full name of city only)

To protect your account, you will be asked to re-enter your password.

You will receive a confirmation message that your security questions have been changed.

@) vour security questions have been successfully set up. »

Member FDIC
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MY PROFILE — USER ACTIVITY

Click on User Activity from the My Profile menu.

The user activity report will allow you to keep track of any activity on your profile.

User Activity
Date Action
0%/20/2022 11:52 AM Loggedin
0%9/16/2022 3:38 PM Logged out
0%9/16/2022 3:37 PM Loggedin
0%9/16/2022 1:39 PM Loggedin
09/16/2022 1:12 PM Logged out

0%/16/2022 1:04 PM

0%/16/2022 1:05 PM

08/16/2022 1:03 PM

Changed Lagin Mame

Logged in

Logged out

Member FDIC
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SERVICE CENTER

The service center allows you to place stop payments, add alerts, process ATM and Debit card
requests, and edit your profile and security information. The Service Center link is located on
the home page User ID menu dropdown.

Test User22 ~

@
a
a

Service Center ad

' i
@ Theme switcher
§ A ContactUs L

Service Center A~

Manage My Alerts e

Manage w
Fingerprint/FacelD

Secure Forms
eStatements
Agreements/Disclosures
eMatices

Manage Account
Micknames

Stwop Payment
Stop Payment History

Order Checks

Schedule an
Appointment

Quicken and
QuickBooks

Users

Member FDIC
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SERVICE - ALERTS
Alerts allow you to Create, Change or View Alert activity.

Creating an Alert-

e C(lick on create an alert from the menu box.
e Click on the appropriate radio button.
e C(lick Add Subscription.

Add/Edit Notification Subscription

Please select an alert type:

\ ) ACH Participant Alert
\ ! ACH Return Available
! ! ACH Whitelist Alert
\ ) Any Account Activity Alert
\ ) Available Balance Below Limit
\ ! Available Balance Daily Snapshot
\ ) Card Alert
\ ) Current Balance Above Limit
\ ) Current Balance Below Limit
\ ) eMotices Alert
\ ) Insufficient Funds Charge Alert
: ! Large Check Cleared Alert
\ ) Large Debit Card Purchase Posted
\ ) Large Electronic Check Posted
‘ IZ§Z' Large Electronic Deposit Posted
\ ) Large Withdrawal Posted
! ! Reminder Alert
\ | Secure Message Alert
\ ) Specific Check Cleared

\ ! Wire Payee Alert

Add Subscription

Enter required information on add notification subscription page and click submit.
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Add/Edit Notification Subscription

Large Electronic Deposit Posted

Account:

%5802 - MUNI PAYROLL (Available $20.00) ~ ‘

Amount:

| 10000.00 ‘

Email Addresses/Phone Numbers Add or Edit Email/Phone

test22@unibank.com

Mobile Device for Push Notifications (You must first register in your mobile banking app) View/Edit Mobile Device

ceree

You will receive an acknowledgement at the top of the page stating your notification was
created successfully.

@ our notification was created successfully. =

SERVICE CENTER — MY ALERTS

Change or View an Alert
Active alerts will be displayed.

Current Alerts

Description Created Date

Notify me when a deposit in excess of $10,000.00 posts to x5802. 08/15/2022 10:38:09 AM /s @

Edit the current alerts by selecting the pencil icon located on the right side of the
screen. Enter required information and click update.

Add/Edit Notification Subscription

Large Electronic Deposit Posted

Account:

*5802 - MUNI PAYROLL (Available $20.00) ~

Amount:

50000.00 “

Email Addresses/Phone Numbers Add or Edit Email/Phone

test22@unibank.com

Mobile Device for Push Notifications (You must first register in your mobile banking app) View/Edit Mobile Device

el
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You will receive an acknowledgement at the top of the page stating your notification was
created successfully.

@ our notification was created successfully. *

Delete current alerts by selecting the trash basket icon on the right side of the screen.

SERVICE CENTER — SECURE FORMS

Provides the ability to notify UniBank of travel plans or replace ATM/debit card. *
*Please Note: Municipal customers must contact their Relationship Manager or Municipal Support
Team for a new Debit Card application.

Secure Forms List

ATM/Debit Card Forms

Debit Card Replacement Please utilize this form to inform us that your card is damaged beyond repair, lost, or stolen and needs to be replaced.
Request Form

Debit/ATM Card Request a Debit/ATM Card linked to a current checking account.

Application

Travel Notification Let us know about your travel plans and Debit/ATM Card use by using this form.
Replace ATM/Debit Card

*Please Note: Municipal customers must contact their Relationship Manager or Municipal Support
Team for a replacement Debit Card.

Debit/ATM Card Application

*Please Note: Municipal customers must contact their Relationship Manager or Municipal Support
Team to apply for a Debit Card.

Travel Plans
Click on travel Notification in the menu. Enter required information and hit submit.

Member FDIC
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https://secure.myvirtualbranch.com/UniBank/4f36c41f-4fd8-4825-8215-7973b2b95126.aspx?ENCDATA=6EfaTGdR6yD28QyBLAgYMRyuBPD73%2f7ie%2b8JzDXDh54%3d

Submit Request

Travel Notification

* Fields are required

Enter the Debit Card Number of the card you wish o use, dates you are traveling and enter the Trip Destination indluding any cauntries yau may travel through on the way to yaur

destination.

Card Number*

Start Date:+

‘ |MM/DDN\’W

End Date~

\ -

Trip Destination, induding any stops*

SERVICE CENTER — eSTATEMENTS

@ our form has been submitted successfully.

To enroll in eStatements select View eDocuments. A new window will open to the Account
eStatement Enrollment page. Follow prompts to complete enrollment.

Important Information about eStatements

By enrolling in eStatements, you will no longer receive paper statements via US mail.

eStatements
Account Description
MUNI PAYROLL ACCOUNT Muni Payroll/Payable (x5802)

Tax Document

1098
1099-Int
1099-Q
1099-R
1099-SA
5458
5498-ESA

5498-SA

Member FDIC

View Document

View Document

View Document

View Document

View Document

View Document

View Document

View Document

Tax Documents
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SERVICE CENTER — MANAGE ACCOUNT NICKNAMES

To adjust account Nicknames, click on Manage Account Nicknames from the Service Center
Menu.

Choose account and enter nickname in the appropriate box.
Click on Save.

Manage Nicknames

Account Ty Arcount Mame Ty Mickname

®5E02 Muni Payroll/Payable ‘ NMUNI PAYROLL ‘

%5810 Municipal MWVIDA Acct ‘ TEST ACCOUNT ‘

Cancel

You will receive an acknowledgement at the top of the page stating your delivery preferences
was updated successfully.

@) Account nicknames have been successfully updated. =

SERVICE CENTER — STOP PAYMENT/STOP PAYMENT HISTORY

Stop Payment on a Check:

e (lick on Stop Payment link located in the Service Center menu.
e Fill out the necessary fields.
e (lick on Submit to verify Stop Payment details.

19
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Stop Payments

Stop Payment Account:

#5802 - MURMI PAYROLL {Available $20.00) W

Stop Payment Type:
(® single Check

() Range of Checks

* Check Mumber:

Check Amount:

$

Reason:

— Select a Regson — W

You will receive an acknowledgement at the top of the page stating your stop payment was
created successfully. You will also have the ability to print the stop payment confirmation
screen.

© A~ stop payment for check 701 has successfully been placed on X
MUNI PAYROLL. A $25.00 fee will be accessed.

Stop Payments

Tracking ID: 701
Account: x5802
Amount: $1.00
Check(s): 701

Scheduled Date & Time:09/15/2022 10:27:42 AM

Click on Continue to proceed.
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SERVICE CENTER — STOP PAYMENT HISTORY

Click on Stop Payment History link located in the Service Center menu and your stop payment
history will be displayed. To print History, click on the “Print” link at the top right of the banner.

Stop Payment History

Account: MUNI PAYROLL ACCOUNT - x5802

Date: 09/15/2022

Starting Check Number: 701

Ending Check Number: 701

Amount $1.00

Account: MUNI PAYROLL ACCOUNT - x5802

Date: 09/13/2022

Starting Check Number: 151

Ending Check Number: 151

Amount: $1.00

UNIBANK (> Testuser22 v | Print | Logout

Accounts Transfers ~ Pasitive Pay Manage My Money ~ Cards ACH ~ Wires ~

SERVICE CENTER — QUICKEN AND QUICKBOOKS

Quicken/QuickBooks

We are happy to provide you with two options to assist you in downloading your account data
to your Quicken® program. UniBank has the following connection options for your Quicken

software:

Quicken®/QuickBooks® Web Connect and Quicken®/QuickBooks® Direct Connect

Select Quicken/QuickBooks from the Service Center menu.

Complete self- enrollment by selecting software type and clicking Enroll.
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Direct Connect Self-Enrollment

Choose 'Quicken' if you use personal software such as Quicken. Choose 'QuickBooks' if you're a QuickBooks user.

O quicken®

[ quickBooks®

Enroll

You will receive a confirmation that you are now authorized to access your accounts with the
software.

© You are now authorized to access your accounts with business X
financial management software.

Select Quicken/QuickBooks from the Service Center menu to complete download. Select
Account, Number of Days and Software type, then hit Download.

Web Connect Download

Account:

---Select an Account—- w

Download:

(@ 30Days() 60 Days(_) 90 Days(_) 120 Days(_) Other

Software:

‘ --- Choose a Software Version -— W

Member FDIC



SERVICE CENTER — USERS

Edit User Details by selecting the pencil icon located on the specific user profile.
You can also unlock a disabled user from this screen.

Edit User Entitlements by selecting the key icon location on the specific
user profile.

Delete users by selecting the trash basket icon. You will be prompted to
verifying you would like to delete the specific user. Click on OK or
Cancel.

Adding a User
From the home page User ID menu dropdown, click on the Service Center, then click on Users.

Click on Add User.

Users
Name t User Type User ID Status Last Login User Type
Test User22 Business User (Manager) Test22 Active 08/15/2022 12:54:33 PM Administrator
Test User33 Business User (Manager) test33 Active 0S/15/2022 12:54:21 PM S o | Administrator
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User Details

*UzerlD

Contact Infarmation

*Termparary Fassword

*EmailAddress

* Confirm Razsword

* Home Fhone

| O H

Saved to this PC

Status

® Active [ Diabled Locked

Perzanal Infarmation

Mehile Fhene

(M H

‘Werk Fhene

(el

Title

| ‘ Home Address

* First Mame Addresz Line 1

Middle Harme Addresz Line 2

*LaztName City

Suffin State

| i ]
Birth Date ZIF Czde

| WMDY m ‘ ‘

SocialSecurity Humber

Ea n{EI “

Enter necessary User Details.
Click on Save.

© The user “Test User44” has been added. On this screen, pleaseset X
the entitlements for the user.

After saving user details, entitlements can be selected. Depending on the type of access you
wish to give the user, click on the box— next to the specific access which will expand
entitlement options.

Member FDIC



Entitlements:
If you want to enable Administrator access for the new user, check off the Manager Users box.
Important: Administrators can Add, Edit and Delete other users.

Copy Entitlements

Please select a user you want to copy the entitlernents from below.

Entitlernents will be copied from User |D: user to User |D: test44.

Select User w

Cancel ‘ Copy

ACH and/or Wire access can be added to new users only if it is an existing function for the
organization. To add ACH and/or Wire access or increase your limits, contact your Relationship
Manager.

Please Note: When assigning entitlements for ACH and/or Wires, limits may be set equal to or
lower than the current established limits.

After you have assigned ACH or Wire access to a user, please contact your relationship manager
or support team to request an RSA Token.

25
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Entitlements for Test User44

Entitlement it 0
Accounts
BAlZ Export
Positive Pay O
Stop Payments
ACH
Maximum Transaction Credit % 10,00 10.00
Maximum Transaction Debit £ 10.00 10.00
Maximum Batch Credit % 10.00 10.00
Maximum Batch Debit $ 10.00 10.00
Mumber of Approvals Required ]
&2 =
6”’@6& *Tséeé\ & xfff@ & & “ & © 5
Accounts N - A P P R
Select All Accounts o o 0
X5802 - TEST ACCOUNT O O O
#5810 - TEST ACCOUNT O O O

“

Entitlements
e Review Entitlements.

Click Save to accept entitlements or Cancel if you do not want to grant the entitlements.

O

To Edit entitlements, click the Key Icon.

e Make changes by checking/unchecking appropriate boxes.

e C(Click Save.
e Review the changes.

e Click Confirm to accept changes.

Member FDIC
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Entitlements for Test Userd44

Please review the following changes.

Entitlement Lt old New
Accounts
Stop Payments
Stop Payments
®5802 - TEST ACCOUNT X N
¥5810 - TEST ACCOUNT X N
View
¥5802 - TEST ACCOUNT X N
¥5810 - TEST ACCOUNT X N
Transfers b4 N
Maximum Transaction Limit $ 20000000.00 0.00 20,000,000.00
Maximum Daily Limit $ 20000000.00 0.00 20,000,000.00

) .

Member FDIC
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Exporting User Entitlements

This feature will allow you to view and/or export the current entitlements for each user within
the organization.

e Select Users under the Service Center Menu — Scroll down to Entitlement Export section and a list of
current users will appear.

e Check the box of the individual user(s) you wish to export or to select all users, check the box next to
Name.

e Select the export format (Excel or PDF) in the drop-down box and select export.
e Exported document will be available to view/save and print.

Entitlement Export

[ wName User Name
[] Testuseraz Test22
[] Testuser3s test33
[ Testuseras testdd

CARDS

Block/Unblock
Click “Cards.” A list of current cards will be displayed. Click the Block Card toggle to process your
request.

Swipe to Select a Card

JOOCK X000 00K 0056
MOUSE, MICKEY D

UNIBANK FOR SAVINGS MUNICIPAL TEST ACCTS

Set Card Limits
Set Alerts

Report Lost or Stolen Card

Block Card » -

The Block Card toggle button will show purple when card has been successfully blocked.

28
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Messages

The Contact Us link is located on the home page User ID menu dropdown.

To send a secure message through the Contact Us, click on Contact via Secure Message. Click
on Compose New. Select the appropriate Category, Account (if applicable), and enter a Subject,
Message, and attachment if available. Check off the box to receive notifications regarding the
message. Click on Send.

Messages
Compose New -
Subject Tracking ID Created Last Updated § Category
Travel Notification submitted 331619893 09/15/2022 11:26 AM 09/15/2022 11:33 AM Travel Notifications
This is a TEST 603465160 09/07/2022 1:09 PM 058/07/2022 2:06 PM Government Banking

Inquiry

Message Detail

Categony

‘ — 5elect a Categony — W

Status
MNew

Accountyif applicabley:

‘ — Select an Account — w ‘

Subject

Message

[[] Add artachment

D Send notification on receiving a response to thiz mescage.

Cance'

29
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A confirmation will appear on the upper section of the screen to alert you the message was
sent.

@ Message was sent successfully. When contacting us regarding this X
message, please use Tracking ID: 1561165848

Agreements and Disclosures

Contact your Relationship Manager to request a copy of your specific Account Agreements &
Disclosures.

Contact
For assistance, please contact your Relationship Manager or UniBank at 800.578.4270.

Member FDIC
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