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Service Center

Overview

We’ve merged our Company Administration and Service Request tools into one centralized module. So whether you
prefer the convenience and control of Company Administration or to seek assistance from our experienced support
team, the Service Center has you covered.

Layout and Navigation

To access Service Center, log on to KeyNavigator and find the Service Center option in the top right-hand corner
next to My Profile.

E§3 Service Center @ My Profile Sign Off

Company Administration

Service Requests

Select Company Administration to:

e Manage user access and preferences
e Set account limits, transaction authorizations, and more

Select Service Requests to:

e Submit requests for assistance or research from KeyBank
e Obtain end-to-end visibility into status of pending requests
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Company Administration

Overview

Company Administration gives Administrator users the power to control KeyNavigator user access, account setup,
and system permissions.

Users authorized to act as Administrators for their companies can use tools in the Company Administration sections
of the Service Center to manage KeyNavigator access for other users.

KeyNavigator” | mmh 1 Sznvce Sevter (E) 1y mratke Fgr oF
Twshhaam  Servine Senter

Service Center ACME WIDGETS MG Common Semvicas Profile: ACME WIDGETS INC (DEMOBETTY) T
A& Company Users | Company Users m

= company fzcounes

A Administration Users

£ company Sarvices

B caompany Reports » KayMavigator Usars

A company Frofie T P e — Bl opeil
= mema T Apprevs Hrsthame  LastRame User Keshawinatar 0 UserLast Lagon (L1 MULWh MUz Lction
& Servics Requests DEMO LISER 1 DERCUIETTY DHUNANED D045 A L] L]
DEMO USER 2 HAIMERE 412023 1440 PR [Famars
DEMO USER 3 ZIACHELT
DEMO USFER 4 SIMFERA BAPLAZICT 2943 FRY ] ® [
DEMO USER 5 SMITHITY U402 2932 A L] i
Helpful Resources My Hey Contacts +
R Contact U Hey Relationsmp Manzger
& online Help E55-123-4567

myRmikeyhank.com
——

Products Available for Administration in Service Center
User and account access to the services below can be updated in Company Administration:

e Reporting and Research e Payables
— Image Research Center — ACH Module
— Information Reporting — Wires Module
— Key Equipment Finance — Book Transfer Module

— Account Reconcilement Services (ARP/Check Issue Maintenance)
— Fraud Services (Positive Pay/Payment Protection)

* Card Serwcgs - Transaction Services
- Key2Benefits®

— Key2Payroll®

¢ Mobile Web and Mobile App

e Receivables
— Lockbox
— Key Capture®
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Company Users Tab

View active users, add new users, modify user access. Select the Company Users Tab along the left menu.

KeyNavigator” | KeyBank & B senwecentes (@) wyPote  Sgaor
- serven Corter
Service Center  ACME WIDGETS INC | Commen Services Profile: ACME WIDGETS INC (DEMOBETTY) o

= Company Usars Company Users [ e et i |

Gompany Aetounts

A hdministration Users

1 Gompany Saraas

B Company Repins ~ KeyNavigator Usars
W Gompany Frafse v § i B J
e i Fhathame  Lovt ame [T ET— Usar Lawt Ligon [67) MILWel  MBLApp et
A Service Requesty DEMO  USER 1 DEMOBETTY BAOLININ 0845 AN L ]
DEMO  LSER 2 TIACMECD DA P
DEMD  LISER 3 TIACMECH
DEMO  USER4 SNEEAI OIS NI P ° L]
DEMO  LISERS SMTHITI DATATOZNE9 22 AN L]
Helptul Reources My Ky Contacts +
R, Coniaci b ey Relatsanshep Masnger
& oniine Heip 5855-123-4567

myfemheybank.com

KeyNavigator Users

The KeyNavigator Users list includes all active KeyNavigator user profiles and summary-level information such as
User ID, date of last logon, and mobile access.

Users are sorted by last name in alphabetical order. The list can be re-sorted by First Name, User ID, or Last Logon in
ascending or descending order by clicking the list headers. Users can also be filtered.

The E icon will display next to a user’s last name when they are pending secondary authorization. This will only
occur for companies that require secondary authorization.

v KeyNavigator Users

T Clear 5 items found B Export
FirstName  Last Name User KeyNavigator ID User Last Logon (ET) MBLWeb MBLApp  Action
DEMO USER1 DEMOBETTY 04/03/2023 08:45 AM ] ]

DEMO USER?2 21ACMEOB 04/01/2023 04:10 PM Remove
DEMO USErR3 @ 21ACMECP

DEMO USER4 SIMPSJM1 04/14/2023 01:13 PM ] ] Rermove
DEMO USERS SMITHJTA 04/04/2023 09:32 AM ® Remove |
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Company Users Tab

Add New KeyNavigator User(s)

Only users with the Platform Administrator role can create new user profiles.
To do so, the Platform Administrator should:

1. Click Add KeyNavigator User

Service Center | ACME WIDGETS INC = Common Services Profile: ACME WIDGETS INC (DEMOBETTY)

i Company Users Company Users

= Company Accounts

 Administration Users

if Company Services

B Company Reports w KeyNavigator Users

H company Protile r P — B Eapart

= ltems To Approve Firsr Mama  Last Nama User KeyNavigator ID User Last Logon [ET)  MBL Web  MBL App Action

L Service Requests DEMO  USER1 UEMUBETTY DAMAZN23 1845 AM L] ]
DEMO  USER 2 JIACMEDS D223 U410 P Remava |
DEMO  USER 3 HACMECR
DEMD USER 4 SIMPSI 047147033 1113 P -] L] Remav |
DEMO  USER S SMITHITI D442 19:32 AM &  [Remor|

2. The Add a New User experience modal will then display with two options for adding multiple users:

Add a New Usar ]

Option 1: Add up to O
10 Users by entering
the user info. Let's begin by entering the user info.
Continue to Step 3a. B 0 i i e el o
Option 2: Add up to
30 Users by uploading P — ;] -
a .CSV file.
Skip to Step 3b. \ ~

A
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Company Users Tab

3. Enter user information.
a. After selecting Option 1 from Step 2, enter each new user’s information and click Save User.
Each user will appear in a box on the left side. Click Review to continue.

Add o New User X
Datails
Let's begin by entering the user info.
i . at i Uphaiel Ml pinss
Thing One 70 Furyt i i e [
Thing Tes /0
T s e e i © S ——

b. After choosing Option 2 from Step 3, follow the steps to:

Al & Ve Linas x
U p——
£ —————— e . m——
o e st G e
p— —— e— F—— S p— ———
1. Download the
file template. \
W Auiviee (@00 P T tevelst. (G v £ Search -& - a x
Fle  Home et Pagelaweud  formidss Dl Revew  View  Aulomale  belp  FRED = commens | [EEE
e X ﬁ = 0/ B Corational bormatting = i i_ [
aate 2T Font | Algremaent | Numbe | 15 Format s Tebie - Cobi  Fling | Amayrm Adib-es
- o ' 4 B b styes = g 5 Bt
Cipssae TR Smae Analyils  Senpiemy | Adddng -~
(@) possu naa Loss el ! SIEL EK HeR o s Dt showagaln | [ Semie. | x
Rissone thees Septurc Sres £on o Srol Ple formal
&2 w I b
2. Complete p— : L - ! . - S
. . 1 FirstHame Midile Mame Last Name Prolessionsl Tiske Primany Email Address Primary Phone Numbes
each field in 2
3
the template. .
L
L L4
bienplate (4] . o4 ]
Resdy B Acosssbiity Unsvsslible [fpspayseting: B M T - — 3 - room
=
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Company Users Tab

Add a New User *
Cwtain A
3. Save the file as a Upload File
CSV [ LT T p——
Pt Mgy ey (PO Prrmary ey wete 1) Bt LT Pevitiens Tee o
4_ Up|oad the Frat P T ] -....-.-.n...n [ T . P
.CSV file.
temyplata (8] ove
[ ]

Click Submit to continue.

4. Review each new user’s information by clicking the v to expand. Click Back to make any edits.

e e e
. - e
O prpr——
MNaw, revirs the user info. ’E}“
Confinmation.
Ny i
- 0
e =
Es——— 0 - e
== ) T —

Click Submit to continue.
You'll receive a confirmation that each new User has been sent a welcome email.

5. Assigning Administration Access is not available at this point in the Multi-Add User experience.

Add a New User x

Dwrtai s Adimin Access haant Steps

Yori"se usable to aiiign adsiaiilratios acceid o aalliple wien
3t oace

Ta prosect yoss scooant from fresd, you mem masealy confiywe sdmesstrmrar
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Company Users Tab

6. You have an option to copy access from another user. If Yes, continue to a. If No, continue to b.

o ° o)
s Tiens 18 453100 Uh4e SSER84 10 parvices, Would you like to copy the access from an existing user?

' oo

a. After selecting Yes to copy a user, select a user to copy from the drop-down to adjust access for
the new user.

[~} ) O Timbmmuxmhm

Time (0 055kgn User ACCess 10 services.

et gy o s e g s
o ONe g £

(ST S——

e

juis

b. After selecting No to copy a user, assign the new user’s access to services.

Al a New User

e ° O
s Lisars Tirme 1o as51gn USoer accoss 1o Servicos,
A e} b Ko e s 1 s it Yo g e iy gy g e
- R e —————
-
2 Mot Reporing & A eseamy
WP Bepartieg
eeT—
R R ] Paasies
ra o
— m e
B Bt
08 B 18, MTRUDSM = [P
.
[r—
Ry Capmy

Wil g MR R

kit Wik Acns
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Company Users Tab

7. A Next Steps modal will display, showing the users added. Repeat the steps for each new user,
then click Continue.

Add a Mew User x

Seballs Admin Aocans Mext Steps

° ° ° O

Next Steps.
T o 2 eame

ACCEST ATHONED

JUSTIN BALEY - 5 TRARUBAT

ACCES3 ASSONED

Enroll User in Key Capture Application

Key Capture Administrators can enroll KeyNavigator Users in Key Capture for depositor, deposit reviewer,
and reporting access. To enroll a user in Key Capture:

1. Select a user from the KeyNavigator Users list to open the User Detail page.

v KeyNavigator Users

T Clear 5 items found B Export
First Name Last Name User KeyNavigator ID User Last Logon (ET) MELWeb  MBL App Action
DEMO USER1 DEMOBETTY 04/03/2023 08:45 AM (]

DEMO M 21ACMEOB 04/01/2023 04:10 PM Remove
DEMO USER 3 21ACMECP

DEMO USER 4 SIMPSJM1 04/14/2023 01:13 PM (] e Remove
DEMO USERS SMITHJTA 04/04/2023 09:32 AM Remove
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Company Users Tab

2. Under Receivables, select Key Capture.

Service Center | ACME WIDGETS INC = Commeon Services Profile: ACME WIDGETS INC (DEMOBETTY) B
. EE:';U"S”E:” User Detail = DEMO USER 21ACMEOB | ACME WIDGETS INC
ET— w User Sarvices
B User Profile = Reporting & Research
= Company Accounts Image Research Center Mot Enrolled © >
M Company Services Information Reporting Mot Enrolled @& »
B Company Reporis - Payables
B Company Profile Account Reconcilement Not Enrolled @ >
= Items To Approve ACH Mot Enrolled @ >
X service Requests ACH Direct Mot Enralied @ »
Book Transfer MNotEnrollied @ 3
Fraud Services Mot Enfelled ©
Loan Management NotEnrolled @ 3
Transaction Services Mot Enrolled @ »
Wircs Mot Enrolled @ »
—Recaivables
Deposit Concentration Mot Enrolled @  »
Lockbox NotEnrolled @ »

3. Check Key Capture and Save.

Add Key Capture for this user.

Key Caplure |

@ Select checkbox and click Save {o grant access to Key Caplure.

4. Optionally, select an existing Key Capture User to copy their remote deposit settings.

Enroll Key Capture User ACME WIDGETS SUPPLY - demobetty

Company User Select Key Capture User To Copy (optional)

Generic User - 20GENERD1 g Demo Betly W

5. Click Continue.
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Company Users Tab

6. Select/Modify User Role(s), Reporting Access, and Account/Location Access.

Enroll Key Capture User | ACME WIDGETS SUPPLY - demobetty

Company User Select Key Capture User To Copy (opiional)
Ganenc Usar - 20GENERH None R
SelectModity User Role{s) G I | SelectMeodify Reporting Access I SelectModify User's Account/Location Access
- (O Access o all existing and fulure added accounts and lecafions
! Depasitor Selectone v ® Access 1o a selection of existing accounts and locations

| Depasit Reviewsrs | Chacic A | Uncheck A

| May Capture Adminiztrater

T &ar Al % ditems found
Select/Modify Mobile Deposit Access
O Mobile Deposit Location  Account Number Account Description Alternate Description Mobile
[J Pama 50000123458 Operating Account undefined
d Salon so0n0z22222 Acme Receivables undefined
O Brooklyn 50003258881 Remaote Depost 20 undefined
) Westiske 500001250 Operating Atcount undefined fes

7. Click Submit.

Modify User Access for Key Capture

Administrators can edit a Key Capture user’s remote deposit access. To edit Key Capture access:

1. Select a user from the KeyNavigator Users list to open the User Detail page.
2. Under Receivables, select Key Capture.

Service Center ACME WIDGETS INC  Comman Services Profile: ACME WIDGETS INC (DEMOBETTY) Svbins Hep ©

DEMO USER

User Detail DEMO USER SMITHIT1  ACME WIDGETS INC

T User Service ~ User Servioes | & Fes

W userProdie
=Reporing & Ressanch

= Commpuny Asonnta

Iz Resimeh Contan aulive @ 3
EE Company Serdices

Intaimston Aapering anlive @ &
B Company Reparts

—Fayables

B Company Prafile :

Aveount Aeconcilzment »
= Ieme To Approve

ACH »
L Sorviee Requists

ACH Dzl >

ook Tranir

Fraud Sarvicen »
Loan Managemeat active @ »
Transactian Servicts active @ »
wires Inacttve @

—Recsivanles

active & >
ative @ %
aclive & ¥
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Company Users Tab

3. Click Update Key Capture Access. You can also Remove Key Capture Access here.

Receivables

Key Capture

Add Key Capture for this user.

@ Deselect the checkbox and click Save to remove access to Key Capture

Update Key Caplure Access

4. Optionally, select an existing Key Capture User to copy their remote deposit settings.

User To Update

DEMO USER 1

Edit Key Capture User SMITHJT1 ACME WIDGETS SUPPLY - demobetty

Select Key Capture User Te Copy (optional)

MNone

5. Click Continue.

6. Select/Modify User Role(s), Reporting Access, and Account/Location Access.

Edit Key Capture User

User Te Update

DEMO USER 1

SelectModify User Role(s) IO

0 Depositor

| Depasi Reviewsr
O Key Capture Adminisirator
SelectModify Mobile Deposit Access

| Mobile Deposit

SMITHJT1 | ACME WIDGETS SUPPLY - demaobetty

Select Key Capture User Te Copy (optional)

Mane

SelectiMadify Reporting Access

User will not have sccess to any of the repons. w

Select One

Mg Reports

User will not have access to any of the reports.

All reports are avallable
All standard report plus Image Extract
Access to Deposit Summary only

Select/Modify User's Account/Location Access
® Access lo all existing and future added accounts and locations
() Access 1o a selection of existing accounts and locations

5. Click Submit.
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Company Users Tab

Modify Access to KeyNavigator Services
1. Select a last name on the KeyNavigator Users to open the individual’s User Detail page.

2. All active company services are listed in the User Services section. The Administrator can only modify services
they have the appropriate roles to manage (Common Services and/or Key Capture).

3. Expand the sections and select a service to modify access and account permissions.

User Detail DEMO USER SIMPSJM1  ACME WIDGETS INC
 User Services & Hide Al Serviges
= Reparting & Research
& Image Feasarch Cafter wiscths 3
© Intormation Reporting Acthee 3
- Payables
& Account Feconcilamant nactive 3
A ACH Incompicte 3
& ACH Direet hclive ¥
& Book Transfer [E——
& Fraud Sarviess Wacthie 3
1S Loan Management Inactive 3
& Transaction Services nactive 3
0 Wires Active >
& Hay Equipment Finance Active 3

Note: If the Administrator is having an issue modifying user access, verify they have the
appropriate role required to edit that service.
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Company Users Tab

Modify Mobile Deposit Access

The KeyNavigator Mobile Deposit app allows Key Capture users to deposit checks anytime, anywhere, and view their
deposit history using their smartphone or tablet.

1. To modify a Key Capture User’s access to Mobile Deposit, select the user on the KeyNavigator Users list.

2. Then scroll to Mobile Preferences on the User Detail page and click to modify.

Service Center | ACME WIDGETS INC Common Services Profile: ACME WIDGETS INC (DEMOBETTY) E

B i

User Detail | OCEAN BLAIR - NOT ENROLLED | 21ACMEQB | ACME WIDGETS INC

OCEAN BLAR . NOT ENROLLED

B e Sorvioes w zer Senices b .

[ GperFrame —Reporting & Ressarch
Lompany Asasutts

(@ imags Recawuh Coater ot 5

H company lardises
& irformabion Reperbng st

B Company Reporic

B company Prome —Faysbles

ems To Agprove © Asscunt Reseastement Pt

L dwrvios Fequects @ aeH Timeben >
@ ACH Dimot nottes  +
& Eook Trancter st b
& Frace sanisee msste >
@ wann Manapsmani st 3
@ Lorn Managemant Ceabar Fmstier
@ Trancaction Barvices st 5
@ wins nottes >
& Hay Equipment France mEsthe 5
—Recevables
& Cepsti Consantramen mastien 5
@ Wy Captur sty
@ Lovkbax oty >
—File Sarvices
& Fi Trencer st 5
—Card Sarvices
& HayiBanarac mEstvn 5
@ MeytPmyron sty

—Spacialized Services

@ Fey Agoourts Marager nosthve >
User Senvice Status @ MayCash Flow msattes 3
@ HayFx st >
—MNotifications
Wom san chesk e clatus of Lo Barvises ihesugh @ EmanNotmsations msste
hecs |pons.
—Mebile Freferences
@ Mol Aps MADG| Aooecs sty >
@ Mo Web Aoosce st 5

Time to assign user access to KeyNavigator services.

Mabile Fraferances

B Mobile App (MRDC) Access

—
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Company Users Tab

To view a listing of all user access for Mobile functions (Mobile Remote Deposit & Mobile Web), select the Company
Services tab on the left-hand menu.

1. Scroll down to Mobile Preferences.

2. Select either Mobile App (MRDC) Access or Mobile Web Access to display active users.

Service Center = ACME WIDGETS INC Common Services. Profile: ACME WIDGETS INC (DEMOBETTY) :I
= Company Uears Company Services
= Company Asocunts
@ Company Sarviows Baloct 3 Sorvion 10 Wi 3 SUMMANyY of LSor And S0EcuNt S00eSS NCCENA i POAMENSINS AN ba modilad trom Compaey Lisers or Company Actounts

Oy acive campany services can b viewed in the Sandoe Certar. For securily raasons. mast company preferencas are not coltahie.
B company Repore T add, @l of remave campEny senvices, submil 3 Servioe Reguect In get starkd!
B company Profils —Raporting & Resesrch
= NS0 parone Image Roceanch Cantor »
& larvie Requicts Infarmution Separiing s
—Payabies
Ansourd Riscanalisment »
ACH »
ACH Direct ]
Eook Trancher s
Fraud 3ervices ¥
Koy Equipmant Financs 5
Loan Management ]
Lean Management Cander »
Trantaclion Barvices ]
Wirne »
=Receivables
Deposit Consentration »
Hey Caphurs »
Loskbox s
—Fila Sarvices
File Trantfer »
=Card Senices
MeyiSsnefite s
FeyIFayroil ¥
—Speciaized Services
Koy Agaunts Manager »
Hey CachFiow 3
HeyIFx 3
—Netifications
Emill KotMeations s
—Mobile Freferences
Mobils ApE (MRDC) Azcatt ’
Mabile Web Aczese »
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Company Users Tab

Mobile Web Access | Company: ACME WIDGETS INC
Application Users

T e Active ~ || Sitems found || 2 displaped

Status First Hame Last Name Login 1D
Activa DEMO USER DEMOSETTY
Ackive DEMO USER SIMPSIMT

Mobile App (MRDC) Access | Company: ACME WIDGETS INC
Application Users

T A W Sitems found B Expont
Status First Mame Last Name Login ID

Active DEMD USER DEMCEETTY

Actve DEMO USER SIMPEIMT

Aetive DEMO USER SMITHITS

To view all Key Capture and remote deposit access, click the Company Services tab and select Key Capture in

the Company Services list.

Service Center  ACME WIDGETS INC
& Company Users Company Services
= Company Accounts

I Company Serviees
B Company Reports prefarences are not editable.
B Company Profile

= Items To Approve —Reporting & Research

image Rescarch Center
1. Service Requests

Information Reporting
—Payables

Account Reconcilement

ACH

ACH Direct

Book Transfer

Fraud Services

Key Equipment Financs

Loan Management

Loan Managemsnt Center

Transaction Services

Wires

—Receivables

Deposit Concentration

Key Caplure

Lockbox

Common Services Profile: ACME WIDGETS INC (DEMOBETTY) | crice e @

Select a senace to view a summary of user and account access. Accsss and permissions can be medified fram Company Users
ar Company Accounts. Only aclive company services can be viswed in lhe Service Cenler For secusity reascns, most company

To add, £0% 6F REMOVE COMPANY SETVICES, SUbMit 3 Service Request fo get startea!

Key Capture Users with access to the mobile deposit app are indicated in the Mobile column of

the Key Capture Users list.

Key Capture Services ACME WIDGETS ING. | Profia ACME WIDGETS SUPPLY (DEMOEETTY

v Key Caplure Users

T JEO——

At U e My Captare U 10 Ute gley Rgatrng Ront

Uger 1 23USERT - o oo
User 2 23USER2 vl Sat—
User 3 23U5FRA i i
Lser 4 2IUELRA Bl Bio-Aaperia
Users 23USERS O it
User & JUSERG bt o St s s g
User 7 JIUEERT Umiibber by Capters St 8 ety e e
User & J3USERS o
Uscr 9 23UI5ERT i
User 10 2AUSERI0 rimpnte
User 11 23USER11 s
User12 23USER1Z Wflagtett

Ky Capture AccountsiLocations

T L n
- B Sttt Ao Deargnan, Wity Desorpon ote
T Lo o0an Servces

may hoonn Bavcm

sosi o e v
- ho0as [ "
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Company Users Tab

It's important to remember that two things determine a user’s mobile deposit access:

1. Access to the Mobile App (mRDC) in the User Profile: The user must have Mobile App (MRDC) access to log
on to the KeyNavigator Mobile Deposit App. Platform Administrators can update Mobile App (MRDC) access from
the Service Center User Profile.

2. Access to mobile enabled locations in Key Capture: The user must also have access to mobile enabled
locations to complete a mobile deposit. Key Capture Administrators can update access to mobile enabled deposit
locations from Key Capture Services.

Administration Users

To give customers flexibility and control, Service Center access can be customized per user. The Administration Users
list in the Company Users tab helps monitor and manage users with access to do tasks in Company Administration in
the Service Center.

There are three categories of Service Center access (Administrator, Approver, View Only) available for our three most
used applications (Platform, Common Services, and Key Capture).

Service Center users can have any combination of access.

w Administration Users

T Clear 3 items found Bi Ex
. User PIaRtlgm PlaRtklyrrn Pi.au?rm g:rnl_'non %:ml_'non Common cal{ey
First Last Name KeyNavigator ol ole ole rvices rvices Services pture Action
Name D Adrmin Approver View & Adrmin Approver View & Admin
Repaorting Reporting

DEMOBETTY ] (] ] ] ] (]
DEMO  USER1
DEMO  USER2 SRS * d

SMITHITY ] (] ] [} ]

DEMO  USER3
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Company Users Tab

Company Administration — Roles and Definitions

Administrator Approver View Only
This access allows the user to add, Companies may require approval Users can access Service Center
modify, and remove user profiles, user | when Platform Administrators add to view service setup and access
passwords, access to KeyNavigator new users, modify mobile access, or | as well as activity and maintenance
desktop, access to KeyNavigator reset passwords. These users can history for Platform functions.

mobile, and access to Service Center | authorize or reject these edits.
Platform Administration roles.

Common Services

Administrator Approver View Only
This access allows the user to add, Companies may require approval Users can access Service Center
modify, or remove user access to when Common Services to view service setup and access
Book Transfers, Wires, Account Administrators modify user access as well as activity and maintenance
Reconcilement Services (ARP/Check to Wires or Account Management history for Common Services
Issue Maintenance), Fraud Services services. These users can authorize | functions.
(Positive Pay/Payment Protection), or reject these edits.

Transaction Services (Stop Payment),
Image Research Center, Information
Reporting, Lockbox, and Service
Center for Common Services
Administration.

Key Capture ACH

Administrator Administrator
Users can add, modify, or remove user Users can add, modify, or remove user
access to Key Capture for remove deposit access to the ACH module.
and Key Capture Administration.
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Add Company Administration User Access

When adding a new KeyNavigator user, Platform Administrators can easily select the appropriate Company
Administration access during the Add User process. After the user’s initial setup is complete, Administrators can
edit a user’s Service Center access from the Administration Users list.

v Administration Users

h g Clear | 3 items found Bi Export
User Platform  Platform  Platform  Common Common Common Key
First . Role Role Role Services Services Services Capture .
Last Name KeyNavigator Action
Name D Admin Approver View & Admin Approver View & Admin
Repaorting Reporting
DEMOBETTY ] [} ] ] ] ] ]
DEMO USER 1
SIMPSJM1 Edit
DEMO USER 2 e ® |
SMITHJTA (] ] L] L] (/] Edit
DEMO USER 3 !

To give an existing KeyNavigator user access to Service Center for Company Administration for the first time,
Administrators must enroll the user in the appropriate Service Center role(s) by following the instructions below.

Add Platform Administration Access to an Existing User

Only users with the Platform Administrator role can grant Platform Administration access. To do so, a
Platform Administrator should:

1. Select the user’s last name from the KeyNavigator Users list on the Company Users tab.

v KeyNavigator Users

T Clear 5 items found Bi Export
First Name  LastName User KeyNavigator ID User Last Logon (ET) MBL Web  MBL App Action
DEMO USER 1 DEMOBETTY 04/03/2023 08:45 AM ] ]

DEMO | USER 2 21ACMEQR 04/01/2023 04:10 PM Remave
DEMO  USER 3 21ACMECP

DEMQO USER4 SIMPSJIM 04/14/2023 01:13 PM ] [ Remove
DEMO  USERS SMITHJTA 04/04/2023 09:32 AM (] | Remaove

2. On the User Detail page, navigate to the User Profile in the top left.
3. Click Edit KeyNavigator User.

Service Center ACME WIDGETS INC Common Services Profile: ACME WIDGETS INC (DEMOBETTY) 0
& Company Users
DEMO USER User Detail DEMO USER ACME WIDGETS INC
Se v User Profile m

m User Start Date Usar End Date Wser Status
DA Actve

= Company Accounts
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4. Check the appropriate Platform Administration role(s) for the user: Administrator, Approver, or View-Only.

5. Click Save. Edit KeyNavigator User
6. The user will now be listed User Infermation
- . - First Kame Middie Mame (ogtosal Last Name
gnder Administration Users e m—
in the Company Users tab of SN S e A ———

the Service Center. e Demo.user(@key.com

Professional Tile (opfonal

Lser Access

T Administrator Access
oo i Ao on o scoenn canadd madfy acdl cemave mczews 1o KepHlgaior services

rover Accass
B —

67 changes that requmne secontary authonzaton according te your

Eenies I

Add Common Services Administration Access to an Existing User

Only users with the Common Services Administrator role can grant Common Services Administration access.
To do so, a Common Services Administrator must:

1. Select the user’s last name from the KeyNavigator Users list on the Company Users tab.

v KeyNavigator Users

T Clear 5 items found B Export
First Name Last Name User KeyNavigator ID User Last Logon (ET) MELWeb  MBL App Action
DEMO USER1 DEMOBETTY 04/03/2023 08:45 AM (]

DEMO | USER 2 21ACMEOB 04/01/2023 04:10 PM Refmove
DEMO  USER 3 21ACMECP

DEMO USER 4 SIMPSJM1 04/14/2023 01:13 PM ] (] we
DEMO USERS SMITHJTA 04/04/2023 09:32 AM

2. The user must have at least one active Common Service (Information Reporting, Wires, Book Transfer, etc.)
before adding Administration Access.
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3. Once the user has at least one active Common Service, navigate to the User Profile section, and click the
Edit KeyNavigator User button.

Service Center ACME WIDGETS INC Common Services Profile: ACME WIDGETS INC (DEMOBETTY)

Online Help @

iz: Company Usars

DEMD USER User Detail DEMO USER ACME WIDGETS INC
HE User Services w User Profile m
User Start Date User Fnd Date User Status
= Company Accounts Dz Active
i Company Services Professional Title Lises MEMID
E Company Reports e ABKE4SHIZTSESRS

Company Profile

4. Check the appropriate Common Services
Administration role(s) for the user:
Administrator, Approver, or View-Only.

Edit KeyNavigator User

User Information

First Name Midde Name (optosal) Last Mame
. DEMO USER
5. C“Ck Save. Srimary Frane tgmzer ) LIINTL Hemitar Frimary Smai Asdress
) . 5587 258 Damo.Usenfkey. com
6. The user will now be listed S S— PP—
under Administration Users p— "
in the Company Users tab of
the Service Center.
Usar Access

7 Administrator Access

ey wits Adminivirator scoess can sds. modf

and remave mzceas to Keyhlmegator services

O keyCaotre @ 0 40H @

v armeuy lmsls wndd aetiety sed manisnanss sy Vs
Criy i rmns
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Add Key Capture Administration Access to an Existing User

Only users with the Key Capture Administrator role can grant Key Capture Administration access. To do so,
a Key Capture Administrator should:

1. Select the user’s last name from the KeyNavigator Users list on the Company Users tab.

v KeyNavigator Users

T Clear 5 items found B Export
First Name Last Name User KeyNavigator ID User Last Logon (ET) MELWeb  MBL App Action
DEMO USER1 DEMOBETTY 04/03/2023 08:45 AM (]

DEMO M 21ACMEOB 04/01/2023 04:10 PM Remove
DEMO USER3 21ACMECP

DEMO USER4 SIMPSJM1 04/14/2023 01:13 PM ] e Remove
DEMO USERS SMITHJTA 04/04/2023 09:32 AM

2. On the User Detail page, navigate to the User Services section.

3. Under Receivables, select Key Capture.

Service Center ACME WIDGETS INC | Common Sarvices Profile: ACME WIDGETS INC (DEMOBETTY) Onina el @ |
i2: Company Users )
User Detail DEMO USER ACME WIDGETS INC
DEMO USER
E w User Services | © Hide ANl Services |
H Wser Profil B
serrenE — Reporting & Research
= Gompany Accounts Image Research Center Net Enrclied @ »
if Company Ssrvices
Infermation Reparting Not Enrlled @  »
E Company Reports
= Payables
[l company Profile
Account Reconcilement Mot Enrclled @ »
= ltems To Approve
ACH Not Enrolled & »
X Service Requests
ACH Direct Not Enrclled @ »
Book Transfer Wot Enrciied @ »
Fraud Services Naot Enrolled @ »
Loan Management Not Enrolled @ >
Transaction Services Mot Enrclled @ »
Wires Mot Enrolled @ »
— Receivables
Deposit Concantration Net Enrelied @ >
Not Enrolied @ »
Lockbox Mot Enrclled @ »
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4. Check Key Capture and click Save.

Add Key Capture for this user.

Recelvables

(D) Select checkbox and click Save 1o gran! access 1o Key Caplure.

cancel
5. Under Select/Modify User Role(s), select Key Capture Admin.
Enroll Key Capture User = ACME WIDGETS SUPPLY - demobetty
Company User Zelect Key Capture User Te Copy (ophional)
Qananic Uzer - 20GENERM Mans - “
Select/Modify User Role(s) e Zelect/Modify Reporting Access SelectModify User's Account/Location Access
i . 21 ACcess toall existing and future added accounts and lcations
) Depositor All reparts are avallable ¥ @ Access to 2 selection of existing accounds and locations
] I | Unch
Capturs Administrat
SR e T T Caear | | AN v ditems found
SelectiModify Mobile Deposit Access
O Mobids Daposit Location Account Number Account Description Altarnate Dascription Mahila
L Parma  S0DM123456 Opsrating Account undsfinad
Selan AODMWI22 R Acme Receivables undelined
[ Brooklyn  SDD03256981 Remats Deposit #20 wndefinad

001258 Operating Account undefined Yos

6. Click Submit.

7. The user will now be listed under Administration Users in the Company Users tab of the Service Center.
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Modify Company Administration Access

1. Users with access to Service Center for Company Administration are listed under Administration Users in the
Company Users tab of the Service Center. Administrators can edit Company Administration access by clicking
Edit in the last column of this table.

v Administration Users

T Clear | 3items found Bi Export
User Platform  Platiorm  Platform  Common Common Common Key
First . Role Role Role Services Services Services Capture .
Last Name KeyNavigator Action
Name D Admin Approver View & Adrnin Mpprover Wiew & Admin
Reporting Reporting
DEMOBETTY ] ] o (] ] o o
DEMO USER 1
SIMPSJIMA1 Edit
DEMO USER 2 e ® |
SMITHJTA ] ] (] ] ] Edit |

DEMO USER 3

2. Remember, Service Center Administrators can only grant access to the applications they are entitled to manage.

3. If you do not see the Platform, Common Services, and/or Key Capture options, be sure to verify you have the
proper access to modify and the user you are editing is enrolled in the application. If the user is not enrolled in
the application, you must follow the Add Company Administration User Access instruction listed above.

Modify User Profile Details

User profile details and access to Service Center Platform Administration can be updated on the User Detall
page. Only users with the Platform Administrator role can modify user profile details. To do so, the Platform
Administrator should:

1. Select the user’s last name from the KeyNavigator Users list on the Company Users tab.

v KeyNavigator Users

T Clear 5 items found B Export
First Name Last Name User KeyNavigator ID User Last Logon (ET) MEBEL Web  MBL App Action
DEMO USER1 DEMOBETTY 04/03/2023 08:45 AM ] &

DEMO | USER 2 21ACMECB 04/01/2023 04:10 PM ReMoye
DEMO USER 3 21ACMECP

DEMO USER4 SIMPSJIM1 04/14/2023 01:13 PM ] [ Remove
DEMO USERS SMITHJT1 04/04/2023 09:32 AM [ Remove
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2. On the User Detail page, navigate to the User Profile in the top left and click Edit KeyNavigator User.

Service Canter  ACME WIDGETS INC Common Senvices Prolle: ACME WIDGETS INC (DEMOBETTY) a
S—n— User Detall 21ACMEOB  ACME WIDGETS INC
SERAN BLAR - HET INRLLED oo DEMO USER i st
1 Usee sarveas ~ User Profile [ ot e |
R S -
= SR b
i Company Services
Frotesiondl Toe
B Gompany Reporms 5
B Company Prome
LT Mididie Ko L34t Nare
= mema T Approve
e S DEMO USER
Pramary Prane Mumisr Primary Emast AEGrest
—— Demo.User@key.com
Compary Marms Compamy <& Statud Cempany 10
R—
Sempary Agears
Mighaie Preterences
Edit KeyNavigator User
3. Enter changes and click Save. User Information
First Hame Kiddie Namne (coticnall Last Hame
DEMO n USER
Prisnity Phine Humbee 6 LINTL Herslin Framiny Emisl i
051234007 Demo. Userfkey.com
Profeasiona Ttk (opticnal) Lsmr KiyHanigator 10 Usir Salus
E— — v

User Access

1 Edminishalor Access
Users with Adminlsiraiar 2ccess can ad, mely, 2nd remeve 2ccess 1o Keybasgater senices.

7 Pisttorm @ 01 Common Seroces @ 0 seycapere @ T ocn @

B Approver Access
Users with Apprower access cam approve of rejecl charges thal reguire secondary authorizaion acconding b wour
Eampatys prafsrancas

Piatiorm @ B Gomeon Sarves G0

Yiew-Only Accoss

view Nty scoass Gan sae sarenn el Up. user a658Es levels and aciwily, sd menlenance hislon. Yiew
shutlied wilh i

-
Plattorm @ B Comnan Services @)
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Reset User Password

Only users with the Platform Administrator role can reset user passwords. To do so,
a Platform Administrator should:

1. Select a last name on the KeyNavigator Users to open the User Detail page.

v KeyNavigator Users

T Clear 5 items found B Export
First Name Last Name User KeyNavigator ID User Last Logon (ET) MELWeb  MBL App Action
DEMO USER 1 DEMOBETTY 04/03/2023 08:45 AM (]

DEMO M 21ACMEOB 04/01/2023 04:10 PM Remove
DEMO M 21ACMECP

DEMO M SIMPSJM1 04/14/2023 01:13 PM /] ] Remave
DEMO USERS SMITHJTA 04/04/2023 09:32 AM Remove

2. Inthe User Security Profile section, click Reset Password.

Service Center | ACME WIDGETS INC ~ Commeon Services Profile: ACME WIDGETS INC (DEMOBETTY)

& Company Users

DEMO USER User Detail DEMO USER 21ACMEOB | ACME WIDGETS INC
: 2 User Services ~ |Jser Profile Sl Keyavigais s
B User Prafile

User Sart Date Usger End Date User Status

= Uompary ACCoW

DaE2E021 Astrig

=X Company Services

Professional Tille User MDM ID
B Company Reports
Deztor AOWEE5H1ZTEESS
B Company Protile
— First Name Middle Name: Last Name:
= ltems To Apprave
DEMO
X, Seivice Requests L=
Primary Phone Number Primary Email Address
565-123-45687 Darmo.Userikey.com
Company Name Company KM Status Company ID
ACME WIDGETS INC hctive BASTWI DOEKELAETI

Company Administration Arcess - KeyNavigator Platform Adminisiration

Sdinietraler [ Apprever [ View and Reparting Aceses
Metile Prefercnces
Mobile Wieh Access Mobile App Access

 User Security Profile

User Last Logon

040102023 04:10 P

User Authentication Options Ear

Suspend KeyNavigator Access
It chacked, ths wll lemparanly) deabde KeyRawgator Access Tor this User.
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3. Click OK.

Reset password?

This will reset the user's password and send them an email with a temporary password.

Cancel oK

4. The user will receive an email with an auto-generated temporary password and instructions.

Suspend User Access

Only users with the Platform Administrator role can suspend user access to KeyNavigator. To do so,
a Platform Administrator should:

1. Select a last name on the KeyNavigator Users to open the individual’s User Detail page.

v KeyNavigator Users

T Clear 5 items found B Export
First Name  Last Name User KeyNavigator ID User Last Logon (ET} MBLWeb MBLApp  Action
DEMO USER1 DEMOBETTY 04/03/2023 08:45 AM L] ]

DEMO | USER2 21ACMEOB 04/01/2023 04:10 PM Remove
DEMO USER 3 21ACMECP

DEMO USER 4 SIMPSJM1 04/14/2023 01:13 PM o ] Remove
DEMO USERS SMITHJTA 04/04/2023 09:32 AM (] Remove

KeyNavigator® Service Center Complete User Guide | 29



Company Users Tab

2. In the User Security Profile section, click Edit.

Service Center | ACME WIDGETS INC ~ Commeon Services Profile: ACME WIDGETS INC (DEMOBETTY) )
% Compary Lsers ) N . . .
DEMO USER User Detail DEMO USER 21ACMEOB | ACME WIDGETS INC
22 User Services ~ |Jser Profile il Knyhlrigaion Llses

H User Profile
User Sarl Date User End Date User Status
= Cod M nts
mpany Accou 0aR22021 Actrvs
= Company Services
Professional Title User MOM ID
B Company Reports
Decsor ABKE45HIZTEESS
B Company Prafile
— First Name Wiididle: Name Last Name:
= lems To Apprave
DEMO USER
X, Service Requests
Primary Phone Number Primary Email Address
5651234567 Damo.User@key.com
Company Name Company KM Status Comgany ID
ACME WIDGETE INC Aotve 2A27WN DOEEEIAZTWI

Company Administration Access - KeyNavigator Platform Adminisiration

Adlrinishralor Approsed Wiew and Reporling Access
Moibile Preferences
Mobile Wb Access Mobilc ADp ACCess

~ User Securty Frofile

User Last Lopon

DSTAIRES 0410 P e=et Pazzwerd

User Authentication GP[IOHS

Susperdd KeyMavigator Access
It chacioad, this vall (lemparanty) tkeabie KeyNawgator Access for this User.

3. Check Suspend KeyNavigator Access and click Save.

4. The user will be prohibited from logging on to KeyNavigator until they are no longer suspended.
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Remove KeyNavigator User
In the KeyNavigator Users list in the Company Users tab of the Service Center, click Remove to the right of
the user you wish to delete.

v KeyNavigator Users

T T Clear  5items found | B Export |
First Name  Last Name Usar KeyNavigator ID Usar Last Logon (ET) MEL Web  MBL App Action
DEMO USER 1 DEMOBETTY 04/03/2023 08:45 AM L] ]

DEMO USER 2 21ACMECB 04/01/2023 04:10 PM

DEMO USER 3 21ACMECP

DEMO USER 4 SIMPSIM1 04/14/2023 0113 PM [ ® " Remove |
DEMO USER 5 SMITHJT1 04/04/2023 09:32 AM "Remove |

Note: Removing a user will immediately eliminate the user’s ability to log on to KeyNavigator, but there
@ may be additional steps to remove the user from all service applications.

If you need additional assistance removing a user, please contact our Commercial Banking Services at
800-539-9039. For clients using a TTY/TRS device, please dial 711.

Specialists are available from 8:00 a.m. to 9:00 p.m. ET, Monday through Friday, on bank business days.
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The deposit accounts detailed in this list are available in KeyNavigator for Common Services. Accounts associated with
services such as ACH, Key Capture, ACH Direct, or Key CashFlow® are not included in this view.

Common Services Include:

Book Transfer, Wires, Account Reconcilement Services (ARP/Check Issue Maintenance), Fraud Services (Positive Pay/
Payment Protection), Transaction Services (Stop Payment), Image Research Center, Information Reporting, File Transfer,
and Lockbox.

Service Center ACME WIDGETS INC  Commen Services Profile: ACME WIDGETS INC (DEMOBETTY) ks Hilp ©
A& Company Users Company Accounts ===

I = ‘Company Accoumts I |

The deposi accounts delaled Delow are awalabie n KeyNavigalor for Common Sendces which incldes image Research, infomiation

I Company Services Reporing, Account Management, Book Transter, Wires, File Transfir, elc, Accounts associsted wilh services such as ACH, Key Caplure,

B Gompany Repors ACH Direct, of ey CAshFlow are nol inchided n this view.
B company Pronse T Cleasr 6 items found B Esait
= Twnes To Approve e Azesunt Numbar Remove
- ] 011000108 —

Accounts Bacsivgbis 012200022 [ Remmve

Aoms Widgets Ins M E

A idgets Co DU33000308

Aoma Yiidoats Ganeml 222200 Remmve

B Widgets Maste 33033303

Bl Domestic Mon-Hey Bank Arcount
[ Intematienal Mon-KeyBans Account
[l ACCOUNE nOL STed by This Company

Modify Account Name

To update the account name displayed in KeyNavigator or view and edit existing account access and setup by
service, a Common Services Administrator can select an account from the list.

Account Detall:  Acme Widget Merchant Senoces - 330033303

Assount Profile Agcount Services ©

Comgany Hams &1 Zarerss Surmane LA PRF |8 Fezal

Azove Wz, 10

Arznus Hame Ruporting & Rescanch

Farpea Imaps Hezeamh Genler acten &

Acgoun Murber It nzHnn Rapasng Asiior &

330033303

e e E

pann Aot Recorclament Serices setive @

Tpe

e ACH Rettoe @

B, Trarsher Retve ©
Fraus Sarekns Aater &
Lean Management Retive &
Tranascion Sanicae Hative @
Wires actien &
Uepusit Concenraim Inaciren @
Lecihes Aatier &
Tia Tianshul Inastive @
KT Ranatl —
LT
Koy Prepakl
Specailicnd Services

Funsncal nilaiues Inactee @
Ky Accont: Marsqar Inactier @
Emall Kolfzatans Iractivn &

Note: The Company Accounts section is only available to users with a Common Services Administration access.
Accounts in this list can only be set up for Common Services in Service Center. The Company Accounts list
does not include accounts set up for other applications like Key Capture, ACH, Key Cashflow, etc.
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The Company Services section lists all active KeyNavigator products and services. Select a service to view a summary
of user and account access. Access and permissions can be modified from the Company Users tab or Company
Accounts tab. Only active company services can be viewed in the Service Center. For security reasons, most company
preferences are not editable.

Service Center  ACME WIDGETS INC | Common Services Profile; ACME WIDGLTS ING {DCMODCTTY) [repe—

& Company Users Cnmpany Sarvices & e o Baren

Seic] @ aer i B0 v @ duneiey of ueer and aroounl Eovei Arnss aed oot cen e modiid fom Gonpasy Lo o Gongany Acsounts Oy

e
= oy s ]| || i gy v i et S oty e oo i o i

Tnas, ikl or memm Enrrpany sscenen il 8 Sanvice Beacen el gef ke

0 Company Prafle

= Repuiling & Research
B 1 Aggenvs

sy Rimsnzh Conin s
X Service Requests fr— T——
—Payabizs
Azceund Reconcilement '
ATH »
ACH Dinet s

Bz Tranalh

Fransl Seranes B
Lnan Managamant H
Tranaaztan Services v
Wires. ¥

= Recaivakiles

et Conzunimtinn B
Koy Captum s
Lnckhor +

—Fikz Sorices
File Tranafes

—Cand Sarviees

Koy il +
KayiBupioll s
Ky i
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View Service Setup
Administration users can select a service from the list to view current user and account access, permissions, and limits.

From here, Administration users can select a user or account for more detail and edit if necessary.

Company Services:  Acme Widgets, Inc All Serices Summary: [B PDF [ Excel
Information Reporting v B
Services Summary - All Users SFrint [B FOF
@ Report Definitions
ShowDetal w
Oter o
Pravicus Day Summary Only innctive @ runctiv @
Pravious Day Summary + Detail +» Active @ Credit Sweap macares @
Infraday Summary Inactive @ nvestmants (AIS Sweep) macdive @
Infraday Detail w active & riactios @
BAI2 Frevious Day Inactive @ Zarn Bal ractivs @
BAIZ Infraday Inactive @ High Crder Fraftx Detal acines @
Clobal Account Rpt Inactive & Lockbo: Detail v netive @&
Global Account Rpl Detai Inactive @ ‘Wire Activity Faetive @
e ]
Corporess Banking Statement Only w Active @ | ACH Customer ACHuiy w Betive
Carporate Banking Stalemeant + Eirdail « active @ Pravigis Day ED| Remillance w Active §
Account Analysis Siatemenl v Active & niraday EDI Remitianca ~ Actree &
21| Sanmuniz)
T R— — ACH Enbrieg Resubmitied via ACH mantive @
ACH Ent nirled b Dial kiactive @
Japost nctive @
ALCH Recaiving Entres mactres G
ACH Return Not maciive @
wiactioe @
ractive @

Key Capture Administration
Key Capture Administration in the Service Center allows Key Capture Administrators to add, modify, and remove user
access to Key Capture remote deposit. Under Receivables, select Key Capture to view Key Capture Administration.

Service Center users with the Key Capture Administrator role can do the following:
e View existing Key Capture users, accounts, and locations

e Add, modify, and remove access for Key Capture remote deposit
e View and export Key Capture Maintenance history

KEY thure Services I»!-L.‘.": WIDGETS INC Profi ACME WIDGETS SUPPLY (DEMOBETTY
v Key Caplure Users EEEEEEEE] ey Capture AccountsiLocations
T [ —— » T . T — n
Ll Ui Moy Conpture Unete 1) Unte Rucies e Lod L nd L £ e Wt Al et D] Anprnate Desosgass Lo
Uszar1 2AUSERL e Lo e sz ——
Uzer 2 13USERZ Sl et Myt e i Sea-
User 3 23USER3 Ko Copam b - R == = m— s
™ shonnn P "
Lisar 4 ZAUSERA Byt gt
User 5 23USERD s e
User & 23USERG Broindo ta € ok et s o Revom
User 7 FAUSERT e e P 1 ety e ot -
User & Z3USERS i
User & 23LISERD Lo
User 10 2IUSERID o Aagats
User 11 23USER1L o Aapats
User 12 23USER12 i

account or location, create a new account/location relationship, or update any account or location details,
please reach out to a member of your KeyBank team.

@ Note: Key Capture Administrators can only grant user access to existing accounts and locations. To add a new
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Key Capture Users

The Key Capture Users section lists all KeyNavigator users at the company with access to Key Capture remote
desktop or mobile deposit. There are multiple roles that can be assigned to Key Capture users. Users can have any
combination of these roles:

e Depositor: This role allows the user to complete single-check or multi-check deposits for the accounts/locations
they are granted access to.

e Deposit Reviewer: Users with this role must review, approve, reject, or allow other users to review each deposit
prior to the deposit being submitted for processing. If no users have this role, deposits will be processed
immediately after submission by depositors without review.

e Key Capture Admin: This role allows the user to access Key Capture Admin to view your company’s remote
deposit setup and complete user maintenance. Key Capture Administrators should also have the Service Center
Maintenance role to add new company users. This can be completed in Service Center by selecting the user,
clicking Service Center, edit, and finally selecting the Maintenance role.

Key Capture Accounts/Locations

e The Key Capture Accounts/Locations section lists all your company’s accounts set up for remote desktop
and mobile deposit as well as the locations associated with them.

@ Note: Key Capture Remote Deposit accounts and locations are not editable in the Service Center.
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Activity and maintenance history can be viewed in the Service Center by Company Administration users. To view
activity and maintenance history, select Company Reports in the left-side menu of the Service Center.

&% Company Users Company Reporls

= Company Accounts

i Company Services

i Company Reports

B Company Profile

Items To Approve

X Service Requests

Service Center ACME WIDGETS INC | Common Services Profile; ACME WIDGETS INC (DEMOBETTY)

Activity Maintenancs

Activity Reports

There are two types of Activity Reports in Service Center. Each report includes different information depending on

backend applications:

1. Common Services Activity Report: Only available to users with Common Services Administration access.

2. Platform Activity Report: Only available to users with KeyNavigator Platform Administration access.

i

: Company Users Company Reports

Company Accounts

Activity

& Company Services

Platform Access
5 Company Reports

B Company Profile
= ltems To Approve

X Service Requests

Service Center ACME WIDGETS INC  Common Services Profile: ACME WIDGETS INC (DEMOBETTY)

Maintenance

Common Services
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Common Services Activity Report
The Common Services Activity Report is only available to users with Common Services Administration access.
It details actions for Common Services functions completed in KeyNavigator by all users in your company.

Common Services include Book Transfer, Wires, Account Reconcilement Services (ARP/Check Issue Maintenance),
Fraud Services (Positive Pay/Payment Protection), Transaction Services (Stop Payment), Image Research Center,
Information Reporting, File Transfer, and Lockbox.

Use the filters to narrow the results. The report can be printed or downloaded to PDF/XLS to save offline.

Company Reports

Actvity Maintenance

— | |

Common Services Activity Report

Srrmt [FroF [J Exea

Showing
Date: 0317720600 User: All Users  Cabegony: &1l Categories  ACHVITY: Al Astivites
edit
Report Date: Mar 17, 20XX  sereraied bar 17, 20000 2052m 227 = Prov Moxe >
DateTome (ET) = Channel 1P Address  User Categary Activity
G2MTI20X 01:30 PM | DS 12248872 DEMO USER 1 Information Reporting  Prewious Day Batanca Summary Display
QIMTIZ0¥X 12:25 PM | DSH 4545878 DEMO USER 1 Bccounl Management  Submit Book Transfes From Astaunt 1oninono  Te
Azpoynt DEemroatTnEIes | AMGUAT 525,00, Confirmatian
MBI
QIMTI20 11:20 AM | DSK 12345673 DEMO USER 2 Viirss Approve Wirs
GAMTI200 0585 AN | DEK 24888872  DEMO USER 2 ACH Approva Satch
QIMTR2EKX OT-55AM | DSH 12345673 DEMOUSER13 AGH Greate Baich Header
GAMTI20N OT-30 AN | DS a7846.87.2 DEMO USER 3 information Reporting  Intracay Asocun: Detail Display

Platform Activity Report

The Platform Access Activity Report is only available to users with KeyNavigator Platform Administration access.
It details platform security and authentication actions completed in KeyNavigator by all users in your company.
This includes desktop logons, mobile logons, forgot password, etc.

Use the filters to narrow the results. The report can be exported to Excel to save offline.

Company Reports

Mainienance

Common Services

Platform Access Activity Report

User Types Date Range

Al Comparry Users w Al Types. B Lst14Deyps -
T Clear | & items found BE @

Date (ETH Channel  lp Address User Category Type Activity

02102021 08:50:56 AM | KNC 10.57.128.252  DEMO USER 4 Mavigation HOP KeyNavigator Dashbeard Displayed

03/102021 08:B0:61 AM HKHC 10.57.128.252 DEMO USER 2 User Security OTP Authentication Successful - OTP Security Phone Mumber
0210/2021 02:E051 AM | KNG 10.57.120.252 DEMO USER 4 User Security | OTR Authanticator Reguasied - OTP Sacurty Phone Numsar
02MOZ021 CE-4EETAM | KNG 10.57.120.252  DEMO USER 2 User Security | PASSWORD | Authenticater Sucewssiul Login Authentication - Password
Q312021 02:405TAM KNG 10.57.120.252 DEMO USER 3 Mser Security  PASSWORD  Auihenticator Requesied Legin Authentication - Password
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Company Reports Tab

Maintenance Reports

There are three types of Maintenance Reports in Service Center. Each report includes different information depending
on backend applications:

1. Common Services Activity Report: Only available to users with Common Services Administration access.
2. Platform Activity Report: Only available to users with KeyNavigator Platform Administration access.

3. Key Capture Maintenance Report: Only available to users with Key Capture Administrator access.

Service Center ACME WIDGETS INC ~ Common Services Profile: ACME WIDGETS INC (DEMOBETTY)
i& Company Users Company Reports
= Company Accounts
! Company Services
Platform Access Common Services Key Capture

0 company Profile

= Items To Approve

X, Service Requests

Common Services Maintenance Report

The Common Services Maintenance Report is only available to users with Common Services Administration
access. It details changes to Common Services access and permissions completed in KeyNavigator by Common
Services Administrators or by Internal KeyBank Users.

This includes Book Transfer, Wires, Account Reconcilement Services (ARP/Check Issue Maintenance), Fraud
Services (Positive Pay/Payment Protection), Transaction Services (Stop Payment), Image Research Center,
Information Reporting, and Lockbox.

Use the filters to narrow the results. The report can be printed or downloaded to PDF/XLS to save offline.

Service Center ACME WIDGETS INC Common Services Profile: ACME WIDGETS [NC (DEMOBETTY) | Ol ks @ |

[

Company Uaars Company Reports

Maintenance I

Campaiy Acounts

Activity

Company Services

Plalfain Aoess I Comman Services Kigy Caplure
B Company Reporls
M Company Pratile Common Services Maintenance Report
= Items Ta Approve SpPint [BroF [ Excel
L Service Requests Showing
Date: 03 1720xx  Originator: Al Ongramrs Modifled Uaer: A1 Modded Users  Astivity: A6 Actites

Report Date: Mar 17, 206X censmica var 17 200 2ampm £57

Date/Time (ET} *  Originator Monicd User Aoty

03171206 1029 AW User, Dema User2, Demo - ZWSERDEMD  Gearted Azzcwnt Aztwas: Lnar Survicen Page, At # 13613100001 nfeemmier
Rapertng. Cerasvate Bansing Stalamant

panTigoee 02z M User, Dema Userd, Dermo - ZJUSERDEMD  Coanted Account Acces s Liver Sarizes Page, Account & SHSMMSON0M niematon
Repering: Corparals Bansing Stalement

034720 0232 AM | User, Dema User2, Deme - 23USERDEMD  Remaved Ascourt Azsess: Uner Services Page, Assount = TETTTON00Y |nfarratan
Fmpering: Pravios Day Dulai

User, Dema User2, Demo - 2WSERDEMO  Removed Aoccunt Access: User Servces Fage. Aocount m 19801 1411051001 Infanrasan
Repering: Pravious Day Datai

Userd, Demg  Userd, Demo - S3USERDEMOD 2 niad Usar Sarvices, Race vabies: Lockbos mag ng: LovkEas: 12045
Userd, Dermp Userd, Demo - 43USERDEMO  Rase: Passwnre
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Platform Maintenance
The Platform Access Maintenance Report is only available to users with KeyNavigator Platform Administration Access.
It details platform security and authentication changes completed in KeyNavigator by Platform Administrators or by

Internal KeyBank Users.

This includes new users created, users removed, password resets, system access suspended, user access to
mobile app edited, and user access to mobile web edited.

Use the filters to narrow down the results. The report can be exported to excel to save offline.

Activity

Originator
Al Originatars

T

Dat= [ET)

03/10v2021 0E:00:08 &M

03/1W2021 02:80:8 AN

03/ 02021 08:50:51 A

0312021 DE:4Q 57 AN

03/1W2021 DE:48:57 A

Company Reports

Piatform Accese

Platform Access Maintenance Report

Originatar
L}

DEMOLBERT

DEMOUSERT

DEMOLBERT

DEMOUSERT

DEMOLBERT

Common Services

User
b All Compary Users

Sitems faund
Madified User Type=
DEMOUSER3
DEMOUSER2
DEMO USER 3

oo

DEMO USER2Z oo o
DEMO USER 3

passwomD

Key Capture
Types
w
Categary Maintenance Typs
Hiavigation HeyMawigator Dashboard
. Digplayes
User Authantcation Sucoassh - OTF

Authentication

User
Authanszason

Usar
Authentcation

ser
Authenbication

Securily Phame Number

Authenticator Requesied - OTP
Sacurity Prona Numbsar

Authanticstor Sucessstul Login
Authertication - Passwed

Authenticatar Requasted Login
Autharfication - Passwerd

Date Range

Al Typsa | Last14Days W

B epot | @

Eiefors After

companyhame:Acme
Widgets Ine
cortactiame

Fieat Marrm

Lask Rama

cemlasiType Frimary

contactMame: contactName:
Fleal Marm Feat Mamm
Last Kama Last Hierna

cantactTyge:Primary  contactTypacPrimary

comsctilame:

contactType:Frimary

status:Acive s@tusinacive
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Company Reports Tab

Key Capture Maintenance

The Key Capture Maintenance Report is only available to users with Key Capture Administrator access. It details
changes to Key Capture user access completed in KeyNavigator by Key Capture Administrators or in Key Navigator
Administration (KNA) by Internal KeyBank Users.

Company Reports
— |
Platform Access Common Sanices KEY Caplule
Key Capture Maintenance Report
Date Range
T Ciear | 66 items found |h=n:- t |
Modified  Madified i I Modified
Diate (ET} Changs Grovp 1D ™ - Operation Category | Modified Field Before Value After Value Lo
WA apipspipaceian USERZ  USER1 Added  PEENME o sunt Number 1208865 ull
123051 P User
10/28:2020 USER2 USER1 . Account & _ P -
12:30:51 PM 2010281830513LR Addad User Account Number 10200000 080
1012812020 usERz  |UsERY Acoount & )
12:an51 P | 20102EISNALR Asges Azzount Numser 552505 o
nEsRW e USERZ  USERM Adden  PSEUME | eunt Number 1238585 85
12:30:61 PM User
281 USER2 USER1 Nt
10282030 oy i0a1690515LR porey T e e 10000000 85
12-30:51 PM Usar
101282020 USER2 USER1 Account &
. 5
e, EDI02M1GIE1AR Addas Acogunt Numer 3zt -
1012872020 USERZ  USERM Acsaunt &
ity 210281830812LR Asdsa FEe— 321 anation
P ez U Upd u g e | F
12051 PM adate ze: exizting and future True alse s
accaunts
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Company Profile Tab

Add/Modify/Remove Company Contacts

Company Contacts play an important role in our relationship with business clients. These individuals are the first to
receive time sensitive information, details about upcoming enhancements, and notifications about any changes that
impact their KeyBank cash management services and KeyNavigator users or accounts.

Platform Administrators can easily add, edit, or remove Company Contacts in the Company Profile section
of Service Center.

Service Center ACME WIDGETS INC Commaon Services Profile- ACME WIDGETS INC (DEMOBETTY) l @
& Company Users Company Profile
= Company Accoun ™

Mgl te make changes? Susms 3

i Company Sarvicas

B Company Reports Company Name Company I}
B Company Profile I ACMHE WIDGETS INC JANT I DO BRE JAN TV
= lems ToApprave Addrecc
& Service Reguests <M Main fmet
P
City StateiProvinge ZipiPosal Code
— o e
Counery TN P
i) St .
RFM Flag Officer Code DLINE Mamiber Campany $atus
e A2 BATE
Relatianship Since Date KeyRavigater Start Date WeyMavigator End Date
[ s
" | EEZN
Astian Contact Typa Hara
D =T Frimary DEMO USER 4
R aamis DEMO USER 3

w Service Center Preferences
Company Bdministration Farwice Requests
w Mobile Preferences

Meobik Web Mohile App (MRDC)

@ Note: Only active KeyNavigator users can be added as Company Contacts.
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ltems to Approve Tab

This tab shows all items pending approval. It will show the user who submitted the request, as well as
the item requested.

Service Center ACME WIDGETS INC  Commen Services Praflle: ACME WIDGETS INC (DEMOBETTY) )

W Companr Users A Company Administralion Secondary Authorization
= Tompany Accounts
W Company Services Iterms 1o Approve

B Company Regorts T 2 i feeated I:I E

W Company Profik

Dt Betian Drggivater Uier

Kams Ta Apprevs I 10152021 Usie Savios Acooant IMara emanl

Oemno User 1 Ly User 2
L Service Hequests L Dermo ser 1 ramn Lisar 3
|l Dema User 1 Uema User 2
10021

Do Usar 1 Cema Lser 2
10 Dema Usar 1 Dama Lsar 2
Morle: You cannotapeesve!ees: szma ) suzmitied for yousser
lh2ms | Requesied
T o || 2mematoura | | cr || Bz
Dot Fction Orgintor ustr
O | 1ozce Lizer Servige Wi Demo User 1 Demo User 2
IRETET 152 Msbis formsy Demo User 1 Damo Usar 2

Secondary Authorization Overview

Secondary authorization is available for several Service Center edits. If selected, these actions will require approval
prior to system processing:

Role Required to Decision

Adding a new user KeyNavigator Platform Approver Optional
Resetting a user’s password KeyNavigator Platform Approver Optional
Granting/updating mobile access KeyNavigator Platform Approver Optional

Updating account management access including
Account Reconcilement Services (ARP/Check Issue
Maintenance), Fraud Services (Positive Pay/Payment Common Services Approver Optional
Protection), Transaction Services (Stop Payment),
and Image Research Center

Granting/updating wire access Common Services Approver Required

Secondary Authorization for Wire Maintenance

Due to the high-risk nature of wire payments, all wire edits submitted through Service Center require secondary
authorization by a user with the Common Services Approver role before the changes are processed. This includes any
modifications to user access to the wire module, wire payment accounts, transaction limits, etc.

@ Note: Companies with only two KeyNavigator users must opt out of all secondary authorization options
to use Service Center.

To opt out of secondary authorization for wire edits, an Authorized Signer must execute the Secondary Authorization
Waiver and Release Form for KeyNavigator® Self-Service Wire Maintenance.

To request this waiver, contact a member of your KeyBank team or Commercial Banking Services at 800-539-9039.
Specialists are available from 8:00 a.m. to 9:00 p.m. ET, Monday through Friday, on bank business days. For clients
using a TTY/TRS device, please dial 711.
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ltems to Approve Tab

Note for Small Businesses:
Service Center users are prohibited from submitting or authorizing changes to their own system access. This is an
important security feature meant to protect your company’s assets.

Due to this rule, companies with only one KeyNavigator user cannot take advantage of Service Center and companies
with only two KeyNavigator users must opt out of all secondary authorization options to use Service Center.

Secondary Authorization Preferences

If the Add User preference is selected, authorization by a Platform Approver is required anytime a Platform
Administrator creates a new user.

If the Reset Password preference is selected, authorization by a Platform Approver is required anytime a
Platform Administrator resets a password.

Common Services Profile: ACME WIDGETS INC (DEMOBETTY)

v Company Administration Secondary Authorization

Add User Secondary Auth Reset Password Secondary Auth Add Mobile Secondary Auth

Mobile Preferences

If the Mobile Web preference is selected, the company is set up for Mobile Web access. Client users with the
Platform Administrator role can update user access to the mobile website within Service Center.

If the Mobile App (MRDC) preference is selected, the company is set up to use the KeyNavigator Mobile
Deposit App (MRDC). Client users with the Platform Administrator role can update user access to the mobile
app within Service Center.

If the Add Mobile Secondary Auth preference is selected, authorization by a Platform Approver is required
anytime a Platform Administrator grants access to KeyNavigator Mobile Web or the KeyNavigator Mobile
Deposit App.
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ltems to Approve Tab

Review, Approve, Reject

Items in the Maintenance Queue on the Service Center Homepage are listed by submission date (oldest to newest).
Service Center users can re-sort the items by Date, Action, Originator, or User by clicking on the column headers.

Items To Approve
. snetown | [ | [Gerea] =3
Date Action Qriginator User
L e User Senvine Account hanagemest Demo User 1 Demao User 2
8 aerazan Mohiks Access Demo User 1 Demo User 2
u 10182021 fad Ussr Demo User 1 Demo User 2
1| 10202021 Fises Pag oy Demo User 1 Cremo User 2
1 10212021 Lsar Senvice Wiire Demo User 1 Demo User 2
Mote: You carnol appreveleipel tems O submitled for yoursel
Itams | Requested
T 3 2 1%ma tound Chech A Uncheci A B Ees
Datw fickion Originator Usar
o 10242021 Usor Sorvies g Demo User 1 Demo User 2
[ 102677021 Ml Apsss Demo User 1 Demo User 2

Approving or Rejecting Edits Submitted in Service Center
Pending changes can be approved or rejected in three places:

1. Service Center - Items to Approve.
2. KeyNavigator Dashboard - ltems to Approve.
3. KeyNavigator Mobile Website = Self Service.

Users with the KeyNavigator Platform Approver role can decision:
e New KeyNavigator users

e Password resets

e User access to Mobile App or Mobile Web

Users with the Common Services Approver role can decision:

e User access to Wires

e User access to Account Reconcilement Services (ARP/Check Issue Maintenance), Fraud Services
(Positive Pay/Payment Protection), Transaction Services (Stop Payment), and Image Research Center
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Service Requests

Due to high security risks, email requests to Add, Remove or Modify a KeyNavigator User cannot be processed.
Instead, these should be completed through Company Administration or Service Requests within KeyNavigator.
Company Administration is the most secure and quickest option, so Service Requests should only be used
when Company Administration is not available.

@ Note: If a requestor does not have the proper access/role for a request, the Client Manager must contact
a Company Administrator with the proper access and ask them to submit the request via Service Center.

Key Capture Administrators can enroll KeyNavigator Users in Key Capture for depositor, deposit reviewer, and
reporting access. To enroll a user in Key Capture:

1. Click on the Service Center at the upper-right corner and select Service Requests from the drop-down.

@ Help @ Service Center ® My Profile Sign Off

Company Administration

Service Requests

2. On the Service Center page, click on Submit New Request.

Service Center TRAIN LIKE TIGER LLC Common Services Profile: GELIS PLAY COMPANY FOR TRAINING ONLYS (PH

% Company Users
= Company Accounts Service Requests

il Company Services Check the status of a request or submil a new one

B company Repons
B company Profile

Items To Approve Caze Number Opened * | Closed ~ Status *  Requerter
Service Requests

I+

3. Select the appropriate Product drop down menu.

*Product

Fraud

KeyCapture

I KeyNavigator I

Loan

Other

Wire Tramsfer
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Service Requests

4. Select the appropriate Task, based on the Product selected. Below is a listing of tasks for each product.

ACH

e ACH Fraud Services

e Add/Delete Account(s)

to Service

Delete Service

Other

Reversal Request

Statement/Document

Request

e Trace Request/Status/
Research

Fraud

e Other

e Question on Existing
Fraud Case

e Report Potential Fraud

Deposit

e Account Activity
Research/Problem

e Add or Remove Account

Signer(s)

Close Account

Fee Inquiry

Open New Account

Other

Statement/Document

Request

e Transfer Funds

e Update Account
Information

Wire Transfer

e Add/Delete Account(s)
to Service

e Delete Service

e Other

e Wire Status/Research

Loan

e Account Activity
Research/Problem

e AutoPay — Setup/
Change

¢ Fee Inquiry/Payment

e | oan Modification
Request

e Make an Advance or
Payment

e Other

e Request a Payoff Letter

e Statement/Document
Request

e Update Account
Information

Key Capture

e Add/Delete Account(s)
to Service

e Add/Delete Location(s)
to Service

e Delete Service

e Other

KeyNavigator

e Add/Delete Account(s)
to Service

Add/Delete Service(s)
Add/Remove/Modify
User Access to Service
e Fee Inquiry

Other

(011,1-1¢

e Other
e Update Company Info

5. You will be prompted to enter information based on the request type.

6. After submitting a request, you will receive notification containing a Case Number to track the progress of

the request.

Your request has been submitted for processing. Your case number is
01619293. We will be in touch if your further involvement is needed. Thank you
for being a valued KeyBank client.

Request for Service Submitted
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7. You can see the Case Number listed under Service Requests, All Open Requests.

Service Center ACME WIDGETS INC  Common Services Profile;: ACME WIDGETS INC (DEMOBETTY)
2 Company Users Service Requests
Company Accounts G TR LA T S
i compan soeces w2 o ===
B Company Reports Cans Namba Opsnsd v | Ot w | - v Meguter | et - e v
A1 20 &FIAS01 1= tresgmns P AW Trmts Bmgum (Lists Fasis e e -

W company Profile A M Jrerxe Ve bt ey L o L {Pangge -

o 7o Agprove - T R —
S Service Requests /

e
Clicking the hyperlinked Case Number will open the case and provide details. From here, you can add comments.
All comments will be viewable within the open case, including comments/responses made by a Client Manager.

Request #01620314

Mo o e P et P ] i e

e — Cas Cammmnny

Rasrden ey on 100

11

]

K
]

HHEL

O LTy e —

P

Thusrsday, Fob 13, 28

s
5 S BRITTANY COOK
| uren & st ot A+ 1000 A0

BRITTANY
| b st et A ¢ 1100 AN

Important Information:
¢ You will receive an email notification when the case is closed.
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Customer Support

Online Help
You can learn more about KeyNavigator by clicking the Online Help icon at the top right of Service Center or by
clicking Support at the top right of any page, then clicking Online Help.

Commercial Banking Services
If you need additional assistance, contact Commercial Banking Services at 800-539-9039. For clients using a
TTY/TRS device, please dial 711.

Specialists are available from 8:00 a.m. to 9:00 p.m. ET, Monday through Friday, on bank business days.

Helpful Resources

R, Contact Us
@ Online Help

KeyBank O—x.
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