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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.

@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® | KeyBank O-x €83 service Center > Quickinks  (®) My Profile Sign Off
Dashboard  Service Center
Service Center ACME WIDGETS INC ~ Common Services Profile: ACME WIDGETS INC (DEMOBETTY;
= Canpa v Company Users
= Company Accounts
) v KeyNavigator Users
# Company Services
Y Entertext to iter st Clear  tems found B Exgot
B Company Reports.
FirstName  LastName i ipti i User Last Logon (ET) Administrator  Approver  Viewer  MBLWeb  MBLApp  Action
B company Profile
DEMO BETTY - ACTIVE LOGGED IN DEMOBETTY cEo 1211312015 04/03/2023 08:45 AM o o o o o
= Items To Approve
OCEAN BLAIR - NOT ENROLLED 21ACMEOB Graphic Designer 03/22/2021 04/01/2023 04:10 PM ° ° ° [ Remove
& service Requests CARL PUGH - PENDING USER [ 21ACMECP Analyst 10/02/2021 ° ° °
JENNIFER  SIMPSON - MGR APPROVER SIMPSIMI Graphic Designer 12132015 04/14/2023 01:13 PM ° o ° ° ° ((Romove )
JOHN SMITH - ACTIVE ADMIN SMITHJTY Human Resources 12113/2015 04/04/2023 09:32 AM ° o ° [(Remove |

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 — ACH Direct*
— Key Equipment Finance — Wires Module

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

¢ Mobile Web and Mobile App

e Card Services
- Key2Benefits®
— Key2Payroll®

— Transaction Services
e Receivables

— Lockbox
— Key Capture®

*This request could take extra time and will require a form to complete.
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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.

&3 SenicoCenter > Quickinks (@) MyProfile Sign Off

KeyNavigator® | KeyBank o=
Dashboard Service Center

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

Company Users

= Company Accounts

v KeyNavigator Users
i Company Services
Y Entertexttofitorlist  Clear 5 Hemsfound B xport
B Company Reports
§ FirstName  LastName ser i ipti ion Date User Last Logon (ET) Administrator  Approver  Viewer  MBLWeb  MBLApp  Action
H Company Profile
DEMO BETTY - ACTIVE LOGGED IN DEMOBETTY cEO 12113/2015 04/03/2023 08:45 AM ° o o ° °
i= Items To Approve
OCEAN BLAIR - NOT ENROLLED 21ACMEOB Graphic Designer 03/22/2021 04/01/2023 04:10 PM L] ° ° [Remove
4. Service Requests CARL PUGH - PENDING USER [l 21ACMECP Analyst 10/02/2021 3 ° °
JENNIFER  SIMPSON - MGR APPROVER SIMPSJM1 Graphic Designer 12/13/2015 04/14/2023 01:13 PM o ° ° ° o ((Romove |
JOHN SMITH - ACTIVE ADMIN SMITHUT Human Resources 121132015 04/04/2023 09:32 AM ° o o [Remove |

KeyNavigator Users
The KeyNavigator Users list includes all active KeyNavigator user profiles and summary-level information such as
First Name, Last Name, User ID, and User last Logon.

Users are sorted by last name in alphabetical order. The list can be re-sorted by First Name, Last Name, User
KeyNavigator ID, User Description, User Creation Date, User Last Logon, Administrator, Approver, Viewer, MBL Web,
MBL Web in ascending or descending order by clicking the list headers.

The ﬂ 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

Y Enter text to filter list Clear 5 items found B Export ‘
FirstName  LastName User i D User ipti User Creation Date User Last Logon (ET) Administrator Approver  Viewer MBLWeb  MBL App Action
DEMO BETTY - ACTIVE LOGGED IN DEMOBETTY CEO 12/13/2015 04/03/2023 08:45 AM o o © ° ]

OCEAN BLAIR - NOT ENROLLED 21ACMEOB Graphic Designer 03/22/2021 04/01/2023 04:10 PM © ° ° (Remove |
CARL PUGH - PENDING USER [ 21ACMECP Analyst 10/02/2021 ° o °

JENNIFER SIMPSON - MGR APPROVER SIMPSIM1 Graphic Designer 12/13/2015 04/14/2023 01:13 PM © ° © ° ° Remove
JOHN SMITH - ACTIVE ADMIN SMITHJT1 Human Resources 12/13/2015 04/04/2023 09:32 AM (] (] ° (Remove |
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Company Users Tab

Add New KeyNavigator User(s)
Only users with the Administrator role can create new user profiles.
To do so, the Administrator should:

1. Click Add KeyNavigator User

KeyNavigator® | KeyBank O-x. €83 service Center > Quickinks (@) My Profie Sign Off
Dashboard Service Center
Service Center ACME WIDGETS INC ~ Common Services Profile: ACME WIDGETS INC (DEMOBETTY)
i Company Users Company Users
= Company Accounts
N ‘v KeyNavigator Users
i Company Services
Y Enter text to filter list Clear 5 items found B Export
B Company Reports
» First Name Last Name i riptic i User Last Logon (ET) Administrator ‘Approver Viewer MBL Web MBL App Action
i Company Profile
DEMO BETTY - ACTIVE LOGGED IN DEMOBETTY CEO 12/13/2015 04/03/2023 08:45 AM o ] ° ] o
= Items To Approve
OCEAN BLAIR - NOT ENROLLED 21ACMEOB Graphic Designer 03/22/2021 04/01/2023 04:10 PM. © ] ° =
4 Service Requests. CARL PUGH - PENDING USER @ 21ACMECP Analyst 10/02/2021 ) ° )
JENNIFER SIMPSON - MGR APPROVER SIMPSIM1 Graphic Designer 12/13/2015 04/14/2023 01:13 PM ° ] ° © [ Rem
JOHN ‘SMITH - ACTIVE ADMIN SMITHJTT Human Resources. 12/13/2015 04/04/2023 09:32 AM ] ° © [ Reme
2. The Add a New User experience modal will then display with two options for adding one or multiple users:
x

Add a New User

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. e e

Option 2: Add up to
30 Users by uploading Py Frome o ) ——
a .CSV file.

Skip to Step 3b. \ S

Fiat Kame Wit arwa Laat i
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Company Users Tab

3. Enter user information.
» Note: Only follow the steps for either A. or B.
Option 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 a New User X

ity

O

Let's begin by entering the user info.
— R Uphosl Fils aptosn 16 i &
Thing Oma ,0 Pt b W P [T
Thing T /0
= s e i © S ——
Prslmssanna e

Option B: Add a New User X
After choosing Option 2 from Step 3, ot Sepe
follow the steps to: O 4 Y

1. Download the file template. Upload File

1. Download the template, taking care not to reorder columns or modify the template
2. Fill the template with appropriate details (all columns are mandatory).

3. Save the file as .CSV.

4. Upload the completed CSV here.

FIRSTNAME MIDDLE NAME LasTNAME PROFESSIONAL TITLE PRIMARY EMAIL ADDRESS PRIMARY PHONE NUMBER
Test Test Test Tester Tesi@gmailcom 123.456-78%0
Test Test Test Tester Tesi@gmailcom 1234567890
Test Test Test Tester Test@gmal.com 1234567890

Drop files here or click to select fles to upload.

2. Complete each field in the

@ Avosve @ o) B D+ T 5 templat. @ v £ search & - o x
template.

File Home Insert Pagelayout Formulas Data Review View Automate Help FRED |D Comments |
X = o [ Conditional Formatting~ | Pt /O
Bt AE % = @ 52
Paste @ | Font Alignment  Number FiZ Format as Table ~ Cells  Editing  Analyze Addsing
v v ¥ v [ Cell Styles ~ v ¥ Data
Clipboard & Styles Analysis |~ Sensitivity = Add-ins ~

Some features might be lost if you save this workbook in the comma-delimited (.csv) format. To

(O \POSSIBLE DATAIOSS! 7o i feati aveiATah Edeal Tl fovwat Don'tshow again | | Swvess.. | x
A2 v o N3 ~
A B C D E E G H I : ) -
1 |FirstName Middle Name LastName Professional Title Primary Email Address Primary Phone Number
2
- |
3
4
5
6
7
8 v
template (4) ® R ] »
Ready T Accessibility: Unavailable CgDisplay settings  F B - ————+ 100%
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Company Users Tab

3. Save the file as a .CSV. g & How .
4. Upload the .CSV file. o >

Click Review to continue. Usioad Fiia

L m—

P M M L Fremary Face mmaer £} Ry ]

Fratmasy Mt Mama e Lant keme Prmary #oes smeer ()

tempilste (5] cow

=l
4. Review each new user’s information by clicking the v to expand. You can edit or delete users from this page.
O A P U
Maw, review the user info. e o b
@]
Canfirmatien,
g f0
- rd-]
) g, s, g . i
- Dot - . —
. / v s
=

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

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

Add a New User x

Dwrtain Admin AcCaes Mani Stops

° O

You'se wsable to auiign adsiaivntion acteit o sreltiple uiert
at oace
T provect yows azcoamt from frusd, you mum mERSRLY ronfiee sémmTEeT

Becen o warm fom the sompury Ty page = the Servize Conver

6. Assign Administration access for single user add.

Add a New User X

Details Admin Access Next Steps

New Users Next, select the access level.

Select the users and the Company Administration access levels you'd like to assign to them.

Demo User - ABC123XYZ

Administrator

Manages user access and forall services, including fraud tools, specialized modules, and Service Center.

Approver

Approves or rejects user management actions, including adding users, resetting passwords, and changing permissions. May also approve user permission changes to wires or account
management services.

@ Viewer
Views service setup, user access, and activity history without making changes.

Continue to Access | [EECIECUICEEY
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Company Users Tab

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

A 8 P U

o ° o )
L I Would you like to copy the access from an existing user?
. _m — —_— () Yes () No

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

L] e O

Thivvir 10 B%8H)N USAF CCORSE 10 Sarvices,

S Sp— S R

Time b3 SRS AT ACTELS 10 BaTViCE.

Tt 1 g, e o 5 g T
.

e b

o
L] ——— e
e - = s LW
— re—— - b
=" - = -—
—— s -
. o
\“-—_.__-—--""‘—" T

b. After selecting No to copy a user, assign the new user’s access to services.
You can assign multiple users to a new access at the same time (10 Max).

A 3 Mew User

-

[ s
PeTpr—
T
ra

o T STAAT

DCI0R TR TR

Timo o a%51gn USOF ACCASS 10 ServICas,

i ) i s Ko Rl e 4 s . Vi g s iy ¢ iy i . smcnng

Bt et b ey e s e 2oar
T
Reporing & Aesears
TR Bepetieg
Fayaics
aat
A1 Orect
[ s
[ pe—" ——
e
Henanatary
Ry Capum
Spwcabor] b
g B 0100 Mt P o e b o e s o sy fevm, et ey e i)
A e e ey
Nkt fyop T} A i

[ T—
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Company Users Tab

8. A Next Steps modal will display, showing the users added. Click Continue.

Add a New User x
Staliz Aedmin Hext Steps
o o ° O
Next Steps.
Fards, he moeded based an the saiues hebow. Click t the me o e

e ons

T o e iewee

ACCESS ASHOMID
JUSTIN BALEY - 25 TRASAIBAT

ACCESS ASSIGNED
MADI S0 MOREL - 23 TRAMARS

Enroll User in Key Capture Application
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

Y Enter text to filter list Clear  5items found B Export
FirstName  Last Name User KeyNavigator ID User Description User Creation Date User Last Logon (ET) Administrator Approver  Viewer MBLWeb  MBL App Action
DEMO BETTY - ACTIVE LOGGED IN DEMOBETTY CEO 12/13/2015 04/03/2023 08:45 AM ° ° ° o °

OCEAN BLAIR - NOT ENROLLED 21ACMEOB Graphic Designer 03/22/2021 04/01/2023 04:10 PM o o o [Remove |
CARL PUGH - PENDING USER [ 21ACMECP Analyst 10/02/2021 © ° o

JENNIFER SIMPSON - MGR APPROVER SIMPSJM1 Graphic Designer 12/13/2015 04/14/2023 01:13 PM ° ° ) ° ° [Remove |
JOHN SMITH - ACTIVE ADMIN SMITHJT1 Human Resources 12/13/2015 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 Common Services Profile: ACME WIDGETS INC (DEMOBETTY) —-_9|
o User Detail = DEMO USER 21ACMEOB | ACME WIDGETS INC
wt Ueer Servies ~ User Services
B User Profile = Reporting & Research
= Company Accounts Image Research Center Mot Enrolled @ »
m Company Services Information Reporting Not Enrolled @ 3
B Company Reports — Fayables
H Company Profile Account Reconcilement Not Enrolled @ »
= Mems To Approve ACH Not Enrolied © >
4. Service Requests ACH Direct WotEnrolied @ »
Book Transfer Mot Enrolled @ >
Fraud Services Mot Enrolled @ 3
Loan Management Mot Enrolled @ »
Transaction Services Mot Enrclled @ »
Wircs Mot Enrolled @ 3
—Receivables
Deposit Concentration Not Enrolled @ »
Lockbox Not Enrolled @ 2

3 Check Key Capture and Save.

Add Key Capture for this user.

Key Capture

@ Select checkbox and click Save io 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)

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 (oplional)
Ganaric Usar - 20GENERM Mons: v
SelectModify User Role(s) e I I Select/Modify Reporting Access I SelectModify User's Account/Location Access
- (" Access o all exisfing and future added accounts and locafions
- Depasitar Sslact One ¥ i Access lo a selection of exisfing accounts and locations
] Deposit Reviewer | checkal || Unchesk
| Wey Capture Adminisirator
T Clear Al W 4items found
SelectModify Mobile Deposit Access
O mobile Depasit Location  Account Number Account Description Alternate Description Mobile
O Pama 50000123456 Qperating Account undefined
a Solon 80000222222 Arme Receivabies undefined
O Brookiyn 50003256051 Remote Deposit =20 undefined
[ westiake 500001250 Operating Ateaunt undefined Tas

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  Common Services Profile: ACME WIDGETS INC (DEMOBETTY) T
A Company bsars . . . .
DEMO USER User Detail DEMO USER SMITHJTY  ACME WIDGETS INC

B Unir Senvicss W User Services

[ userProtiis

= Reporing & Researcn
= Company Aseaunta
s Reemisnch Crnti aclive @ 3
i Company Services
Irdzraban Aaporbing aclive @
B Company Reports
—Pavables
Aecount Aeconcilement octive @ 3
= Items To Approve
ACH aciive @ 3
I Zervies Requests
ACH Dinet avlive @ 3
ook Tramsinr active & 3
traud Sarvicas actve @ 3
Lo Management actve & »
Transaction Services active & >
wines Inactive @ >

— Rersivables

Ragealtcaneeniration active @ 2
Kity Capilure aclive @
| ko aclive & 2
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Company Users Tab

3. Click Update Key Capture Access. You can also Remove Key Capture Access here.
» Note: Cannot remove if the user has the Administrator role.

Add Key Capture for this user.

Receivables

Key Capture

@ Deselect the checkbox and click $ave to remove access fo Key Capture

Updaie Key Caplure Access

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

Edit Key Capture User SMITHJT1 ACME WIDGETS SUPPLY - demobetty

User To Update Select Key Capture User To Copy (optional)

DEMO USER 1

Mane w

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

Edit Key Capture User SMITHJT1 ACME WIDGETS SUPPLY - demobetty

User To Update

DEMO USER 1

Select Key Capture User To Copy (optional)

MNone ~
SelectModify User Role(s) @) SelectMadify Reporting Access Select/Modify User's Account/Location Access
N i Access lo all existing and future added accounts and locations
O pepositor Rt il ot hiwe: o oo ol e rmpals, ™ 1O Access 1o a selection of existing accounts and locations
| a . Select One
Deposit Reviewer Mo Reports
| Hey Capture Administrator User will not have access to any of the reporis.

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

SelectModify Mobile Deposit Access

| Mosile Deposit

Submit | Cancel

6. 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.

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

User Detail DEMO USER SIMPSJM1  ACME WIDGETS INC

 User Services ® Hioe A Servces
= FReparting & Research

@ Image Ressarch Canter Inacthe 3
© Intormation Aeporting Active 3
- Payalbiles

& Account Reconcilement Inactine 3
A ACH ncompiete &
& ACH Direet Aalive 3
S Bock Transfer Innothee 3
S Fraud Sarvicas Inaethis 3
2 Loan Managsment Inactive 3
& Transacticn Sarvicss nactive >
0 Wires Active 3
& Hay Equipment Financa Active >
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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.

Ke'yNavlgator“‘ KeyBank &= @ Hop 3 SewiceCentr > Quckinks (D) MyProfle  SignOff

Service Center  Demo Company Common Services Profile: Demo Company - (DemoUser)

i Company Users

Demo User User Detail Demo User ABC123XYZ  Demo Company

& User Senvices Vv User Services OIEITANERIE, |

B userProfile ~ Administration
= Company Accounts. © Administrator Active >
5 Company Services Pye— Active >
B Company Reports © Viewer Active >

[ Company Profile
— Mobile Preferences
= tems To Approve
© Mobile App (MRDC) Access Active >

. Service Requests
© Mobile Web Access Active >

~ Reporting & Research

© Image Research Center Inactive >
© Information Reporting Active >
~ Payables

A AcH Incomplete >
© ACH Direct Inactive >
© Account Reconcllement Inactive >
© Book Transfer Inactive >

@ Fraud Services @uve >
© Koy Equipment Finance nactiy

Time to assign user access to KeyNavigator services.

Mabile Breferences

B Mobile App (MRDC) Acces=

—
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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.

KeyNavigator® | KeyBank ¢

Dashboard  Senvies Center

Service Center =~ ACME WIDGETS INC

& Company Users
= Company Accounts
£ Company Services
& Company Reports.
£ Company Profile
= Items To Approve

1. Servics Requests

Common Services Profile: ACME WIDGETS INC (DEMOBETTY)

Company Services

83 SeniceCenter > CQuickiks () My Profie Sign Of

Select 2 summary of user npany sers or ony y
To add, edit ces, a
— Reporting & Research

Image Researeh Center
Information Reporting

- Payables
Account Reconeilement
AcH
ACH Direct
Book Transfer
Fraud Services
Key Equipment Finance
Loan Mansgement
Loan Management Center
Transaction Services
Wires

— Receivables
Deposit Concentration
Key Capture
Lockbox

~ Fle Services

File Transfer

— Card Senvices
Key2Benefits
Key2Payroll

— Specialized Services
Key Accounts Manager
Key2Fx

~ Notifications

Email Notifications.

- Mobile Preferences
Mobile App (MRDC) Access.

Mobile Web Access
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Company Users Tab

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

Application Users Application Users

T Cie Active v || Sitems founa || 2 displayed B Export T Clear | Actve w  Sitems found

N X Status First Mame Lot Harme Lagin I

Status First Name Last Mame Login ID

Actva DEMO USER sEwoEETTY i pEme USER oEMCEETTY
A USER

P DEMO USER P stive DEMO SIMPZIMT
Actis DEMO USER SMITHITY

==

Close

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 | Common Sarvices Profile: ACME WIDGETS INC (DEMOBETTY) oo ber @ |

& Company Users Company Services

= Company Accounts

# Company Services Select 2 sarvce foview 2 Jamamary of user and af::wrﬂ access A:u_ss and meissmns can he rl!u-q'ﬁw fram Company Users

ar Company &ccounts. Only sclive company s=rvices can be viswed in lhe Service Center For sscusity ressens, most company

B Campany Reportx s:::n::f:ere:::?n:any services, submit 3 Serviee Request iv get started!

W Company Profile

= Iems To Approve —Reporting & Research

& Service Requests Image Rescarch Center P
Information Reporting »

—Payables
Account Reconcilement ¥
ACH 3
ACH Direct ¥
Book Tranefer 3
Fraud Services ¥
Key Equipment Finance »
Loan Management »
Loan Management Center »
Transaction Services *
Wires »
—Receivables
Deposit Concentration ¥
,

Lockbox ¥

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 INC. | Profia ACME WIDGETS SUPPLY (DEMOBETTY
v Key Gapture Users B ey Capture AccountsLocations
T 13 e Pt L] T L W ——— ]
ey P T e rewer— E = Frmsr—— [rmrm— prer— —
e SR [rT— fr— - e ——
User 2 23USER2 Koy Copln b Mg s — S
User 3 23U5FRA i Caphs Aot e apan :' ‘I:‘ . e
User 4 FIUSERY Orpuster e Rapute
User 5 23USERS Dopmi fue
User 6 DIUSERG Dot vy Gt ot
g e [ — J— -
User g 23USERS e
User 23USERD e
User 10 FIUSERID o Bogern
User 11 TIUSERLL s Eagerm
User12 23USER12 Wefaty
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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. 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. Administrators can update access to mobile enabled deposit locations from
Key Capture Services.

Company Administration — Roles and Definitions

Administrator Approver View Only
Manages user access and Authorizes or rejects changes made Can view service setup, activity
permissions for all KeyNavigator by an Administrator that require history, and has user access, but will
services. approval. not have the ability to make changes

to setup, history or access.
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Company Users Tab

Add Company Administration User Access

When adding a new KeyNavigator user, 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 KeyNavigator Users list.

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.

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

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

v KeyNavigator Users

Y Enter text to filter list Clear 5 items found B Export
First Name Last Name User KeyNavigator ID User Description User Creation Date User Last Logon (ET) Administrator Approver Viewer MBL Web MBL App Action
DEMO BETTY - ACTIVE LOGGED IN DEMOBETTY CEO 12113/2015 04/03/2023 08:45 AM (/] ] (] (] L]

OCEAN 21ACMEOB Graphic Designer 03/22/2021 04/01/2023 04:10 PM [ © © [ Remove |
GARL PUGH - PENDING USER @ 21ACMEGP Analyst 10/02/2021 (] (/] (]

JENNIFER SIMPSON - MGR APPROVER SIMPSJM1 Graphic Designer 12113/2015 04/14/2023 01:13 PM (] o [ [ (] |WJ
JOHN SMITH - ACTIVE ADMIN SMITHJT1 Human Resources 12/13/2015 04/04/2023 09:32 AM (] [} ] Remove |

2. On the User Detail page, click either Administrator, Approver or Viewer in the Administration Table.

Ke'yNavigator®| KeyBank &= @ Hep 8B SeviceCenter > Quickinks  (©) MyProfie Sign Off

Dashboard Service Center User Detail

Service Center Demo Company Common Services Profile: Demo Company - (DemoUser)

:2: Company Users

User Detail Demo User ABC123XYZ  Demo Company
Demo User
5 User Services v User Services
B User Profile — Administration
= Company Accounts @ Administrator Active >
i Company Services @ Approver Active >
B Company Reports © Viewer Active >
[l Company Profile -
— Mobile Preferences
i= Items To Approve
@ Mobile App (MRDC) Access Active >
1. Service Requests
© Mobile Web Access Active >
— Reporting & Research
@ Image Research Center Inactive >
@ Information Reporting Active >
— Payables
A AcH Incomplete >
© ACH Direct Inactive >
@ Account Reconcilement Inactive >
© Book Transfer Inactive >
@ Fraud Services tive > g?&f
&
@ Key Equipment Finance Inactivegf3g
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3. Check Administrator, Approver and/or Viewer.
4. Click Save.

User Access OCEAN-BLAIR - NOT ENROLLED ABC123XYZ

Administrator
Manages user access and permissions for all KeyNavigator services, including transactions, fraud tools, specialized
modules, and Service Center.

Approver
Approves or rejects user management actions, including adding users, resetting passwords, and changing
permissions. May also approve user permission changes to wires or account management services.

Viewer
Views service setup, user access, and activity history without making changes.

o=
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Reset User Password
Only users with the Administrator role can reset user passwords. To do so, an Administrator should:

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

v KeyNavigator Users

Y Enter text to filter list Clear 5 items found B Export ‘
FirstName  Last Name User KeyNavigator ID User Description User Creation Date User Last Logon (ET) Administrator Approver  Viewer MBLWeb  MBL App Action
DEMO BETTY - ACTIVE LOGGED IN DEMOBETTY CEO 12/13/2015 04/03/2023 08:45 AM [ ] o o (] o

OCEAN BLAIR - NOT ENROLLED 21ACMEOB Graphic Designer 03/22/2021 04/01/2023 04:10 PM © 1] [ [‘Remove |
CARL PUGH - PENDING USER [ 21ACMECP Analyst 10/02/2021 () o o

JENNIFER SIMPSON - MGR APPROVER SIMPSJM1 Graphic Designer 12/13/2015 04/14/2023 01:13 PM ] (] (] ] ] [@}
JOHN SMITH - ACTIVE ADMIN SMITHJT1 Human Resources 12/13/2015 04/04/2023 09:32 AM (] (] ] @

2. In the User Security Profile section, click Reset Password.

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

& Cemey e User Detail 21ACMEOB | ACME WIDGETS INC
ser Detal /
DEMO USER DEMO USER
B Uner Sarvices w User Profile
User Start Date User End Date User Status.
= BMpEny ACCHINtS [clerdrrd Azt
=5 Comparry Services
Professional Tile User MDM 1D
B Company Reporis
Deesor AOMESSH T TSERS
H company Profile
= First Mame Mididle Name Last Name:
= ltema To Approve
A Service Requests 22y USER
Frimary Phone Number Primary Email Addreas
565-123-4567 Damo.User@key. com
Company Name Company KM Status Company ID
AGME WIDGETE ING ctive: SAETWIDISEREIASTWI

Company Administration Access - KeyNavigator Platform Administration

Adrministrabor (| Approver [ View and Reportin
Medbile Preferences
Mobike Wb Accesz | Mobile App Access

~ User Security Profile

User Last Lopon

D4D12022 04:10 P Freset Fassword |I

User Authentication Options Edt

Suspend Keyhavigaior Access
If chacked, this will flemporanly) dsable KeyHawgator 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.

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

Suspend User Access
Only users with the Administrator role can suspend user access to KeyNavigator. To do so, an Administrator should:

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

v KeyNavigator Users

Y Enter text to filter list Clear 5 items found B Export
FirstName  Last Name User KeyNavigator ID User Description User Creation Date User Last Logon (ET) Administrator Approver  Viewer ~ MBLWeb  MBL App Action
DEMO BETTY - ACTIVE LOGGED IN DEMOBETTY CEO 12/13/2015 04/03/2023 08:45 AM o ] © © °

OCEAN BLAIR - NOT ENROLLED 21ACMEOB Graphic Designer 03/22/2021 04/01/2023 04:10 PM © ° o [Remove
CARL PUGH - PENDING USER @ 21ACMECP Analyst 10/02/2021 o o o

JENNIFER SIMPSON - MGR APPROVER SIMPSIM1 Graphic Designer 12/13/2015 04/14/2023 01:13 PM © ° ° © ° [Remove
JOHN SMITH - ACTIVE ADMIN SMITHJT1 Human Resources 12/13/2015 04/04/2023 09:32 AM (] ° ° [Remove |
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Company Users Tab

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

Service Center  ACLIE WIDGETS INC Commaon Services Profile: ACME WIDGETS INC (DEMOBETTY)

% Company Users

DEMO USER User Detail DEMO USER 21ACMEOB | ACME WIDGETS INC

User Services w User Profile
H User Profile

User Siart Date User End Date User Status

Company Accounts
pary oazz0zn Actig
=5 Company Services
Frofessional Tille User MOMID
Bi Company Reports
Dezar ARKESSHIZTIESS
B Company Profile

_ First Name Middle Mame Last Name
= liems To Approve
DEMO USER
4. service Requests
Primary Phone Mumiber Primary Email Addreas
£65-123-4567 Demo.Useri@key.com
Company Mams Company KM Statug Comgany ID
ACME WIDGETE INC Pbive AT DOEREIATI

Company Adminisiration Access - KeyNavigator Platform Administration
Ldminisiralor || Apprever || View and Reparling Access
Mobile Preferences

Mobile Web Access | Mobile App Access

~ User Security Profile

User Last Lopon

DA1R022 04:10 P Reset Pazswond

User Autnentication Options
Suspend KeyNavigatar Access

If checkiad, this will (flamporanty) desble KeyNawgator Access 1or 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

Y Enter text to filter list Clear 5 items found B Export |
First Name Last Name User i D User D ipti User Creation Date User Last Logon (ET) Administrator Approver Viewer MBL Web MBL App Action
DEMO BETTY - ACTIVE LOGGED IN DEMOBETTY CEO 12/13/2015 04/03/2023 08:45 AM © (] ° ] °

OCEAN BLAIR - NOT ENROLLED 21ACMEOB Graphic Designer 03/22/2021 04/01/2023 04:10 PM o ] © [‘Remove
CARL PUGH - PENDING USER [ 21ACMECP Analyst 10/02/2021 o o o

JENNIFER SIMPSON - MGR APPROVER SIMPSJM1 Graphic Designer 12/13/2015 04/14/2023 01:13 PM © ° ° © ° [Remove |
JOHN SMITH - ACTIVE ADMIN SMITHJT1 Human Resources 12/13/2015 04/04/2023 09:32 AM o o o [@

» 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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Company Accounts Tab

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 ©
i 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
Reparting, Account Management, Bock Transter, Wires, File Transfer, £lc. Accounts associated wilh 3ervices such as ACH, Key Caplure,
ACH Direct, of ey CAshFlow are nol inchided n this view.

1 Company Services.

B Company Repars

I Company Profie T Clesr 6 iems found B it
= tems To Approve P — Aceouing Number Remosa
1 Service Requests Accaimia Passtie 00110001081 [Femove
—— 0022000225 B
s ¥ldgsts Ins RRICRRT] 2 |
A idgets Co 0330003080
Boms Yildosts General 222200
S ¥iidgets Maste 330033303

Bl Domestic Mon-Hey Bank Arcount
[ Intematienal Mon-KeyBans Account
[l ACCOUNE N0t ST 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, an Administrator can select an account from the list.

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 | Coammon Services Profike; ACME WIDGLTS ING {DEMODLTTY) [repa—
& Company Uxers Company Services @ Pl o

] St D 80 wied @ Sty of sy i Sl aissesa At sl gt o b modiied R oy Uaoes e Congany Stsusls Oy

uany S

airam rpany s e e amaed o e Samacn Gl For sscusly oo, mesd com ey eeden e s o e issie

T, ekl G ST ETQ SRR 1T 8 SArvice Eeoun et n get sbarien

B company Profle = Rapding & Research

Hame 13 Apgenee s s sl '

1 Service Requests Intrmdcn Keporng '

—Paysbles
Account Reconcilesent »
ACH )
ACH Dirzci +
Bk Tranalia ,
Pt Serre N
Lnar Wansgamant
Transacoan Services )

Vilnes v

= Recaivanies

Dt Conzwnlmtinn .
Wy Saphurm

Lockhax '
= Filz Services

Tiie Tramater '
—Card Services

Keyifionlin »

Kayitaypll .
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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

Snaw Detal w

Ot o

Previcus Cay Summary Only Inactive @ nvesimants ructivs @
Pravious Day Summary + Detail +» Active @ Credit Sweap macares @
Intraday Summary Inactive @ nvestmants (AIS Sweep) macdive @
Infraday Detall w active & Credil Sy aai |0 System) active @
BiAk2 Prewious Day Insctive @ Zem Balanca Accounts rsctive @
BAIZ Imracay Inactive @ High Order Fra: Detal acines @
Clotal Account Rpt Summary Inactive @ Lockbox Detall v notee @
Global Account Rpl Detai Inactive @ ‘Wire Activity Faetive @
Corgorsta Banking Statament Only s Active @ | ACH Customer Activiy « Betive
Caporate Banking Stalemeant + Eirail « active @ Pravigis Day ED| Remillance w Active §
Account Analysis Siatemenl w Active & niraday EDI Remitianca ~ Actree &
All Acoounts)
EDI S22 ¢t acomant) P ACH Entries Resubmitted via ACH wartive @

lied b Dol kaciivs @

ot [ insctive @
ACH Recsiving Enfries naciee @
ACH Return Notification wactive @
Ajected EPA Nol@ctior kacdive @

nctive @

Key Capture Administration

Key Capture Administration in the Service Center allows 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 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 cuvture Services :‘!L—'i": WIDGETS INC Proefia. ACME WIDGETS SUPPLY (DEMOEETTY
v Key Caplure Users R~ vey Capture Accounts/Locations
T 13 ey Vot L] T - W N n
At e Ram. My Copbore Unew i U Bgime. B R - L e e Wit et 4t Dt g, Aimprnats Deacrgaas L
s SR P —— fre— S e —
User 2 23USERZ Vi oy ot g e Umperty - e Tran
L e
User 3 23USERA el - Repoms == e
- o — "
Lsar 4 FE[IE e Midagunis
Usar 5 23USERS Lo stasmel S
User 6 231JSERA Lrombe oa; Caphe b g e Segurty
User 7 2IUSERT? oo ma ) by e L1 gt g ke, -
User & 23USERS B
User 9 23USERD Loz
User 10 FIUSERID ]
User 11 23USERLL o Rapatn
User 12 23USER1Z oty

» Note: Administrators can add an account or location via Company Administration (this request could take extra time
and will require a form to complete).
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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 Administrator: This role allows the user to access Key Capture Administration to view your company’s remote
deposit setup and complete user maintenance. 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.
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Company Reports Tab

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.

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

* Company Users Company Reports

Company Accounts
Activity Maintenance

¥ Company Services

& Company Reports

B Company Profile

= ltems To Approve

X Service Requests

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 Administration access.

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

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

i% Company Users Company Reports
= Company Accounts
2! Company Services
Platform Access Common Services

[i Company Reports
B Company Profile

= Items To Approve

[+

Service Requests
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Common Services Activity Report
The Common Services Activity Report is only available to users with 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

Ackvity Maintenance

Common Services Activity Report

Serm [Bror [J Ewen

Showing
[Date: 03/17/20%  User: All Users  Category: All Categories  Activity: Al Astiviies

Report Date: Mar 17, 20X  generated Mar 17, 2060 2-450m E5T < Prov Maxt =
DateiTime (ET} = Channel IF Address User Categary Activity
QIMTIZ0KK 01:30 BM | DEK 12208872 DEMO USER 1 Infarmatan Bepording  Ereviows Day Batance Summary Disslay
QIMTrE 12:25 PM | DSH 345450878 DEMO USER 1 Sesount Managemen iﬁx:?f:b;::;ﬂ;:;?”_ﬁﬁz:- .s‘ézl‘n‘:‘-foé‘;:\rm:ﬁan
33O G
Q3MT200% 1:20 AM | DSK 12345675 DEMO USER 2 Viires Approve Wirs
GaMTI2EXE 08-A5 AM | DEK 34548672 DEMO USER 2 ACH Approva Satch
O3NTIZ0KK OT-55AM | DSK 12345873 DEMO USER 3 ACH Creste Saich Header
02MTIZ0XK 0T-30 AM | DEK 57846673 DEMO USER 3 Information Reporting  Infraciay Asooun: Detail Display

Platform Activity Report

The Platform Access Activity Report is only available to users with 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 Company Users ~ Al Typees: B Last14Dee ~
T Clear | | 6 ems found B et | @

Date [ET) Channel Ip Address User Categery Type Activity

03(10/2021 08:50:56 AM | KNC 10.57.138.252  DEMO USER 4 Mavigation HOR KeyNavigator Dashboard Displayed

031102021 08:60:51 &AM KNC 10.67.128.252 DEMO USER 2 User Security  OTF Authentication Sucoessful « OTP Security Phone Mumber
02/10v2021 08:56-51 AM | KNG 10.57.120.252 DEMO USER 1 Usar Security  OTF Authanticator Requasted - OTP Sacurity Phone Numbar
021021 OB-4ET AM | KNG 10.57.120.252  DEMO USER 2 User Seeurity | PASSWORD | Authantieator Sucewssiul Login Autnentication - Password
D3MWZ021 084957 &AM KNC 10.57.120.252 DEMO USER 3 User Security  PASSWORD  Authenticator Sequesied Login Autnentication - Password
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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 Administration access.
2. Platform Activity Report: Only available to users with Administration access.

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

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

:2: Company Users CO]’I"’I".:}aI"‘Ihur RepOrtS

= Company Accounts
¥ Company Services
Platform Access Common Services Key Capture

l Company Profile

= Items To Approve

1L Service Requests

Common Services Maintenance Report

The Common Services Maintenance Report is only available to users with Administration access. It details
changes to Common Services access and permissions completed in KeyNavigator by 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 INC (DEMOBETTY) | Cnine Hele @) |

Company Users Company Raports

Campany Accounis

Ertivity

B Company Services

Plalfarm Acoess Conimvan Services Ky Caglure
[ Company Reporls
B Company Prafile Common Services Maintenance Report

Brint BroF [[ excel

ltems Ta Approve

A Service Requesis Showing
Date: (31720xx  Origingtor: A8 Ongrators MOOMed USEr: A1 Modded Users  ACHIVITY: A1 Actites

it

Report Date: Mar 17, 200K oenzmiea var 17 2000 2anpm 57

DatesTime (ET) = Originator Modried User Antity
0370 1020 AM | User, Dema User2, Demo - 23USERDEMO  Cranted Ascourd Azzess: Uner Sericen Page, Aczount # 1350 1811001001 nfermatcn
wperng. Ceraatale Ban: lamanl

e T 002k A | User, Dema User2, Demo - 23USERDEMD  Cranted Azs=wn Acz imen Page, Ancount 8 SANRTSHOM. nfzematzn
Repersng: Cornorale Baning Statement

DATIZNE 08 FE 4K User, Dema User2, Deme - Z3USERDEMD  Removed Accourt dccew
Repering: Pravicas Doy

Smrices Page, Aczount w FIHETIETTISTT (nfarmasan

User, Dema User2, Demo - 23USERDEMO  Remaved Aoteurt Assess: User Serdses Page, Assount w 1901011001001 [nforeasan
Reporng: Pravisus Ouy Datai

T User2, Demno. Userd, Deme - 33USERDEMO  zantag User Sarvices, Racsivalies: LOSOo: imap ng: Lockoon: 123488
g Tienie 15 4y Userd, Deme  Userd, Dermo - 43USERDEMO  Reset Prsswons
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Platform Maintenance
The Platform Access Maintenance Report is only available to users with Administration Access. It details platform security

and authentication changes completed in KeyNavigator by 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.

Company Reports
—
Piatiom Access Common Services Ky Capture
Platform Access Maintenance Report
Criginator User Types Date Range
Al Criginziars W | AN Company Users w Al Typas | Lasti4Days w
T Clear 5 items Faund B Export | @
Originata
Date (ET) o Modified User Type Category Maintenance Typs Before Aftar
" companyMame:Acme
03/1 V2021 05:00:00 AN DEMOUSER1 DEMQD USER 3 HDP Nawigatian K_“Nm“m DA
Displayes Widgets Ine
comtactilame
AINa021 CGra0sY aay  DEMOUSERY DEMO USER 2 ors User A,m.—r.c:ln jon Succassfd - OTF Fen urm
Aathentication  Securily Phane Humber
eortastType Frmary
contacthame: contactama:
T DEMD USER 3 o User Autherticstor Requested - OTF Fiat Mars Fieat Harm
X 1108 80:00 Authanscation  Securty Phane Numbar Loal Mot Lol
contactType:Primary | comtactTyps:Snmary
comtactilame:
. o - Flesl Harrm
0310a0s 1 0aa sTan DEwousem DEMOUSERZ . user Authantcator Sucossstul Login i
Buthanteation  Aulkerbiestion - Faspwend - .
cantactType:Frimary
D3m0z peagsT e DEwousem  DEMOUSERI o User Authenbcatar Requesied Login shadus-Acive e e
Authenfication  Autherfication - Passwend
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Key Capture Maintenance

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

KeyBank Users.
Company Reports
—
Pilatform Access Common Senices KE‘Y cﬂp'lﬂe
Key Capture Maintenance Report
Date Range
T Clear | 66 ieme found |h=-=- t |
Modified  Modified . T Modified

Dste (ET)  Change Grovp D | * - Operstion Category  Modified Field  Before Valus After Value Lot
10282020 oy inopisansiain USERZ  USER1 Added  PEEOUME L ount Number 1208865 ull
12:30:51 PM Usar
1012872020 USER2 USER1 Aesount & ; - .
12.30.51 P S0102816308132LR Agded User Acoount Numbar 10200000 =]
10128/2020 USERZ  USER1 Acsount &
inangipy  ZP102B1030B1ILA soges Assount Numer 859208 E
M2E2020 o pzs1sa0s1aLe USERE usERt Aodea PR | L ount Number 1238585 85
12:30:61 PM User
10282020 o opteaosiate o USERM Added  PSOUME count Number 10000000 85
12:30:81 AW User
IGO0 USER2 USER1 Account &

- 5
aagmy  201020iEA0SIAR Addes % Azzsuns Numser a21 B
:g'izir:z:b‘ 010ze1630513LR oRE e acdas :’:‘:”" &l A oot Nurabar 2z rewosation
WD o ansra UIERE VS Usd u et et e | F
L2501 PNl prste e existing =nd future  True alse s

e
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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 Proflle: ACME WIDGETS INC (DEMOBETTY) ﬂ
W Compuny Usen o Company Administralion Secondary Authorization
= Company Acosunts
M Compary Ssrvices Iterms To Approve
e , | e )
H_company Profie
Dats Hetinn Trginater Usr
= Mams To Approve I e S E—
ey Meae Earvicn desoans Mt gemen Do User 1 Do Uaer 2
4 dervice Requests 10982021 neenn Lser 1 Mamn isar 7
Lo leneem Demo User L Dema User 2
TomenE Do User | Cemo Liser 2
il Demo User 1 Doma Wser 2
Pitar YU mennot appos remst e 0 sumRe for yourest
Ihems | Requested
T amematoana | | Il u
Do Aot originator User
d Lt User Servios Wing Demo User 1 Demo User 2
a WP ETYE-"T Demo User 1 Demo User 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 Approver Optional
Resetting a user’s password KeyNavigator Approver Optional
Granting/updating mobile access KeyNavigator Approver Optional

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

Granting/updating wire access 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 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 an Approver is required anytime an Administrator creates a new user.

If the Reset Password preference is selected, authorization by an Approver is required anytime an 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
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
(mMRDC). Client users with the Administrator role can update user access to the mobile app within Service Center.

If the Add Mobile Secondary Auth preference is selected, authorization by an Approver is required anytime an
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
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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 = Items 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 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.

P 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.

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 i@] 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

iii Company Services Check the status of a reques! or submil a new one
B cCompany Reporns
H company Profile

= Items To Approve Case Number Opened * | Closed w  Seatus *  Requester

X Service Requests

3. Select the appropriate Product drop down menu.

"Product
']

=None--

Fraud

KeyCapture

| KeyNavigator |

Loan

Other

Wire Transfer
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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

e Delete Service

e Other

e Reversal Request

e Statement/Document
Request

e Trace Request/Status/
Research

Fraud

e Other

e Question on Existing
Fraud Case

¢ Report Potential Fraud

Deposit

e Account Activity
Research/Problem

e Add or Remove Account
Signer(s)

e Close Account

e Fee Inquiry

e Open New Account

e Other

e 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

e Fee Inquiry/Payment

e | oan Modification
Request

e Make an Advance or
Payment

e Other

® 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

e Add/Delete Service(s)

e Add/Remove/Modify
User Access to Service

* Fee Inquiry

e Other

Other

e Other
e Update Company Info

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

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

Request for Service Submitted

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.
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Service Requests

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)

& Company Users Service Requeats
Company Accounts Pk ot 3arn o 8 e o ke 8 o S
i Company Services Novmi—— Y v [ ot o e |
B Company Reports ] v | et w | . v equeter v | et v ek g — w
ArAsaE In Progrens sewy Smany A [ NP e————
e S (e

FrAaN b attmre o devy Seninhy Copo b rout

N Company Profile

= Items To Approve

Hrrn ot o P v A Hereas g P rrost e

1 Service Requests

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
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Important Information:
e You will receive an email notification when the case is assigned and 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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