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Introduction

Overview

Thank you for choosing Key’s Wire Transfer Services'. The Wire Transfer Service will provide you the ability to make time
sensitive and irrevocable payments to supplier/receivers in U.S. dollar and foreign currencies.

There are multiple methods available to initiating wire transfers. This guide will review:
e Online initiation through KeyNavigator®

e Phone initiation through the wire Voice Response Unit

e |nitiation through a Standing Transfer Order

e Use of a batch wire file

The types of Wire Transactions supported by these channels include:
e Domestic (repetitive and non-repetitive)

e International (repetitive and non-repetitive)

e |nternal (repetitive and non-repetitive)

e Federal Tax Payments

e Third Party Originated Wires

e Drawdown

e U.S. Dollar and Foreign Currency Wires

» Note: Avoid the use of abbreviations or initials in beneficiary’s account information.
Use of initials or abbreviations may cause a delay in processing.

Contact us

For assistance with Wire Transfers, please contact us toll-free at 800-447-3817. Dial 711 for TTY/TRS.
Our hours of operation are Monday through Friday, 8:00 a.m. — 6:00 p.m. ET.

1 Fees may apply.
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Telephone Initiated Wires (VRU with PIN)

Telephone initiation of wires through the Voice Response Unit (VRU) is ideal for lower volumes or infrequent wire needs.
Work with your Payments Advisor to define company users, set limits and receive unique PINs needed for wire initiation.
Complete instructions arrive with the PIN.

You can initiate wires by calling the Wire Department VRU from 8:00 a.m. to 5:30 p.m. ET. Be sure to allow time for a
callback, if necessary.

The VRU will request and validate your unique PIN and account information. After touchtone authentication has
occurred, if needed, you will be connected to a wire transfer representative to complete the transaction.

» Note: Repetitive wires release immediately. Call-backs occur on all non-repetitive wires unless you have waived the
call-back process. We strongly recommend you do not waive the call-back process.

Call-Back Options are set at the Account level. The default is to receive a callback on all non-repetitive wires. Contact
your Payments Advisor to set up your users and to define the call-back option:

e Callback
The wire department calls the telephone number provided by the client and the additional Authorized Representative
is asked to verify all non-repeat wires. (Repeat wires do not require a callback)

e Callback with PIN
The Authorized Representative is required to provide a PIN
— Callback contact cannot be the initiator
— PIN used to initiate wire cannot be used again to release the wire

e Only one PIN can be issued per user

e Callback with Dollar Limit
Optional service where secondary callbacks will be initiated for wires at or above a client specified dollar limit

e Callback with PIN and Dollar Limit
Combining the two above options

e Waiver of callback is an option on the Wire Payment Authorization form but is not a best practice and is no
recommended.

Inquiries, questions about agreements, PINS, repeats, Standing Transfer Orders (STO), and open Investigations can be
directed to this phone number. Select the option that fits your need.

» Note: If you use KeyNavigator or batch wire initiation, you should maintain VRU credentials for back up or disaster
recovery purposes. If you send batch wires, it is strongly recommended that you also maintain credentials for using
KeyNavigator to be in used in emergency situations.
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KeyNavigator®

KeyNavigator is our best-in-class commercial online banking channel. If you already have KeyNavigator for other
services, it is a convenient alternate channel for initiating wires. If you have a high volume of wires, and find VRU/phone

initiation cumbersome, please consider using KeyNavigator.

KeyNavigator* | KeyBank &

warchY  Payabies ¥ vables ¥ o Servces ¥ wd Sovom ¥ Speclized Servees ¥

Quickiinks A Welcome, Betty
% Il oo Golamon Intraday Account Balances
GROUPSUMMARY  acme ACCOUNT SUMMARIES

B3 Sorvce Cont

@ My Protie Sgn OF

You can log on to KeyNavigator to:

e |nitiate one-time wire transfers (non-repetitive)

e |nitiate repetitive wire transfers using a template

e |nitiate domestic or international wires

e |nitiate internal wire transfers from one Key account to another
e Pay Federal taxes

¢ \View your completed wire transfers and corresponding Fed Ref numbers, via the Incoming/Outgoing Wire Report
e Utilize your Wire Status Report for statuses such as: sent, void, authorization required, reference number pending. You

can also view who created and approved each wire.

You can initiate wire transfers from 6:00 a.m. to 5:30 p.m. ET. Extended wire hours are available to initiate wires; once

fully approved, these will release the next morning.

Contact your Payments Advisor to add this feature. Federal tax payments must be initiated by 4:00 p.m. ET for same

day settlement.
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KeyNavigator®

KeyNavigator” | KeyBank &

Dashboard  Reporing& Rosearchv  Payablec ¥ Raceivabies v FilServicos v Card Sevoes v Specialized Services v

Create Internal Wire
An stk () conotes B requiIrnd el
Sencer Information
Name: Test User
Gompany: ABC Company
Phone Numbe': 123.456.789

: Opoaiig Accosat o

Beneficlary Account Information

Bark Number: )10 INDANA. MICHGAN. ORI v |
Acesunt Numbers 321173
Amoust: 75000000

REMISNZE 15039 T Ines in Reglonal ofices

Dateto Tamsmt: Jan v |2 w200 v

@ Servica Centar

@ My Profile

Sign Of

All wire transfers initiated through KeyNavigator can be future dated up to 17 business days.

Contact your Payments Advisor if you would like to use this feature.

The following sections contain detailed instructions on creating wires and templates.

Creating and Sending Wires via KeyNavigator

To create one-time wire transfers or utilize templates, click the Payables category, and select Wires from the menu.
Template usage is covered in detail in sections KeyNavigator and Authorizing (Approving) Transaction and Templates

Introduction of this guide.

Internal, Domestic, International and Federal Tax payments are all initiated in a similar fashion.

Detailed instructions are below.

HoyMavigator® | KeyBank C-x

Aconri hacarcinwel | Botty
B

B e

Bk Trancter

i Servem,

L

Loms beagemrmst

= i
= ety Acoe B
[T eepe— Bccount Balances o
SUREAARY e AOCOUNT SudA R

B Sernce Cansee

@) uy Pross

S O
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KeyNavigator®

Initiating One-time Wires via KeyNavigator

From the KeyNavigator home page, click on the Payables Category.

Select Wires
Under the Create section, select Create Wire

KeyNavigator | KeyBank &~

Create

B Semvcn Contin

Wire System Availabaity
WAEe By e 3 Bvikde 08 DA Bulineds diyi oa
AN Wves g Orswocwna
Eatetaed Wire

Faoerw Tax Frymarn

oy Mboumency Wi Vale Date Dracsture

AT RO (MY IS B Vg (T B TR [Mae0 o

Tyee Valse Dahe

@ v rome

VA R e e e

Segn O

KeyNavigator® KeyBank O—x

Dashboard  Reporwng & Ressarcn  Payabes  Recevabies v lle Services v Caic Sarvces V

@ Sanace Cener

Specialzed Servoss v

Create Wirz
Creats Wire wrom Existing Templats Create One-Time Wirs
F emalvive Tk U5 s vem
s e——— “ one KeyBank account o
Enizn Term e Nurr and cick suect A
Domsste Wie Transfer U5 fods o
= U8 bank. crte a foreign
Dankviaz U, ank
Select autonzet tmplaie
Thig Pary Demests Wire  Tansler U5 finds ba
11 bane, cric & fereige
bankvia 2 U S. Jank
maronai vir Trnster fancs 1o aforn
bank
Thirc Pary intemarionss Wee Trnster funcs to a foreign
bank
i Tax Dgyr Tramwter U3, finds fom

KeyBans aceoumtio

@ My Prcfie

Sign OFf
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KeyNavigator®

Initiating an Internal Wire via

KeyNavigator

Internal wires are transfers of funds from one Key account to another Key account.
Click Internal Wire from the Create Wire page.

Complete the required fields to create an internal wire.
Click Next to proceed with the transfer or Cancel to return to the main page.

KeyNavigator* | KeyBank & B wvcCemer @ WPoe  Sgof
Dashboard  Reporimg & Research v Payables'w  Recewablesw  FieServicesv  Cad Senvices v Specialized Services v
Create Wire
!
Creats Wire from Exiating Template Create One-Tims Wirs
—
1214 Il e Transter U § funds om
[ S
e TRMPANIE NUMDET 350 LK SH8L i i
Romestt Wire Transter U S RS 10 3
-of- U S DAk, o103 T0rEgn
barve § U'S. Dan
Retec & v
ThasPary Dompsic Wiy Tramsher US. funcs ioa
U & bk, 610 & Kigsgn
bank viaa US bank
e o Transier knds i foreign
bark
Tharg By iSO e Transher Unos 1o a foregn
tark
Federal T Pament Transter U S funds hom
ang dnyGank sTaunt iy
L
-
KeyNavigator® | KeyBank U= BF SveCeer () WyPolie  SnOf
Dashbosrd  Rogodng &Resosch ™ Payabies ™ sios™ o Senvices v vicss v Special v
Create Internal Wire
Senvder information
Mama:  Test User
Qampany,  ABC Company
PHoee NUmBeE.  123.456.789
Dubit Acwoun’: | Opeaneg Accoust COMOXRMOIIIN 101
Baneficiary Account information
Bank Namber: 0101 . INDIANA MICHIGAN OHIO w
Acsount NambeT 1234567890
dmounl”: | 750,000 00
Butipne

Dote b Trasa il

st T1 s 1 Reonad ofices

a7 v W e
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KeyNavigator®

If you select Next, an approval screen will display.

l(pyﬂavigator'| KeyBank O 8 Soveocomor  (§) MyPotle  Sgnof

Dashboard  Roporting & Research v Payables v Roceivablos v Filo Sevices v Card Services v Spacialized Services v

Approve Internal Wire
' . (accepy

Sender Information
Wame: Test User
Gempany. ABC Company
Phoss NumBar: 123.456.789
bR Acesunt:  Cperatng Attt 002000000000UHINAYISY 101

Banaficiary Account Information
Bask NumBer: (101
Aecount Numbar: 1111175
Amount: $750.000.00
Refarance: ins2ali T1 ines in Regional efices.

Date o Transme: Jan 02 200X

Click Accept to approve the wire; you can also Cancel or Edit the instructions.
After accepting the wire, a Confirmation screen will appear. This screen will include the status of the wire.

Kwnﬂiﬂa[ﬂf‘l mB.'Ikh M1 seevcs Cantae @ 1y Protes SN0

Dashboard  Repodng & Rmeaxch™  Paysbles +

Internal ‘Wire Confirmation - Authorization Reguired

SANTLCR BRI O
Tracs D R
KayRans Tramiaotion Refererse . 0000717001111
Mngmtsivn Wasbar 100075,
TemCI e MO
Entared By S-hl\il‘i'ﬂ
Eaharad Ba. a0, K
Anhoraed By
Autharizsd On:
L]
Authorised On

Sander infarmation
sams: TESt User
ceepany. ABC Company :
Bhorm Hemtar: 123.456.7890
Dot Aorount:  Oparaing Acomrn DOD00DINO000EFEETEE: 1 01

Beneficiany Account information
Wi ey, (1930
hocound Mamber  TTINTI
Amcunt: 5 752,000 08
Plbant L T Bt b1 Rl MBS

Duate 1 Tianamit. o 0 S0KK

| [ pags | - E— s g |

From the confirmation screen you can:
¢ Navigate to the Main Page ¢ Void or Delete the wire (available only if secondary authorization is being used)

e Create Another Wire e Go to the Status Report

If you are using secondary authorizations, your wire will need to be approved by an authorized person before the wire
will be released. Please see the Authorizing Transactions section of this guide for additional details.
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KeyNavigator®

Initiating a Domestic wire via KeyNavigator

Domestic wires are the transfer of funds to a U.S. Bank.
Click Domestic Wire from the Create Wire screen.

@ Sarvice Canier @ by Profie Sign @

KeyNavigator” | KeyBank O

Dasliboard  Repoiling & Ressanch  Payables Y  Roceivables ¥ File Servoss v Card Serviced v Specialiod Sorvioes v

Create Wire

Create Wire Iron Existirg Templaie
=xn

E nbier Templiade Number and click salect

Create Ope-Time Wire

Transler L1Z. fursdy. rom
e e Bank account i

124

Transler VLS. hnds: 02
UL B, o6 10 @ Mg
bank v U5 lbank

SRt Guiher T DppRine

Third Pty Dordlic e Tramgher UL haidi b0
S banit. o o a forsign
baink viwa U5 bank

Iniematong Yiie Transier funcs o 3 foreign
hank
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KeyNavigator®

Complete the required fields to create a domestic wire.

If you need help locating an ABA number use the Find ABA feature or contact the receiver for instructions.

Click Next to proceed with the transfer or Cancel to return to the Wire main page.

Creale Domestic Wire

Gende Inforior:
mms (Test User
Comemmy  ABC Company
eenmner 123.456.7890

Dot aicinl  Sore Seeres v

Tage Eam Ifomnetion
LS WP

e, e #w ABA e ¥ M on ABA

mienneiay Bam | fareior
Pty EaT RIm

Beeiiciary Ea Inforrstion
{Corpieme oniy f (e o pesirrT difes For e orp e

ELER
e e e BRA et e e A

A Frocd & on e sise in fhe Banking Indusiry
Bencficiiry Actaust Ifometien”  ~gw Gat viu 20O8E01 o Lustss?
AR Y

Aoveaet i —|

Asdrnas L

emare _wr l —l
-1

L T

e Ly

¥ o D CrOnEESY BREYET BLFE ¥ HEL MCLGE TE T EIhgE BFE 83 HIFErEBOM.& PUSY 5°E AILE N8 kI
rwwry bt Do i Toaes o wae e s s e o e pree 20d pd iress o e oe

Rebreies
VR T R T ‘

o |

Rafarpics = Retalaary J
Ll e — 'v]

DultaTaaami” | an W 0 W || BoE W

Field Definitions

ABA Number — The 9 digit routing number of the bank
receiving the funds.

Beneficiary Bank — This is the last bank that receives
the wire. This bank holds the beneficiary’'s account.
The beneficiary bank Information only needs to be
completed if this bank is different from the target
bank.

Bank Name — The name of the final bank.

Bank Account — The number of the beneficiary
bank's account that is held at the target bank (or
intermediary bank if applicable).

Account Number — The beneficiary’s (recipient’s)
account number.

Account Name — The name of/on the account.

Address— The beneficiary account address

Message to Beneficiary — Provides additional
information that can help the beneficiary apply funds;
I.e., payment for invoice #1234.

Message to Bank — Information that will help the
receiving bank apply funds to the beneficiary’s
account, branch information, etc.

Reference to Beneficiary — Addit1 i03nal information
can be entered here if extra space is required.

Notification Number — Phone number, etc. used to
contact the beneficiary regarding the incoming wire.
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KeyNavigator®

If you selected Next an approval screen will be
displayed.

Click Accept to approve the wire (or you can
cancel or edit the instructions).

After accepting the wire, a Confirmation screen
will appear. This screen will include the status of
the wire.

Approve Domestic Wire

Hlaweg w

ave entered he 3 rar=fer imforrmator
Piease revew 1 before wng [eccept]

Sender Information
Name: Test User
Company. Test Company

Phone Number: 123 456 7890
Debit Account: 1234000000009999999

Target Bank Information
Bank ABA: (031000053

Bank NameiAddresa: PNC BANK, NATIONAL ASSOCIATION
PHILADELPHIA, PA

Intermediary Bank Information
Intermediary Bank Name:

Beneficiary Bank information
Bank ABA: 243374218

Bank Name/Addresa: NORTHWEST BANK
WARREN, PA

Account ion T
Account Numbsr: 11110000000009999

Account Name: John Doe
Addrese Line 1: 123 Anywhere Lane
Address Line 2: Suite 203

City: Pitisburgh
StateTermtory: PA

Zip Code: 15220

1T avoid proceszing delays or retumns of wires, indude the full account name (na abbreviations ar initisis} and nclude the
full beneficiary address. Due to Travel Rules, many banks require complese name and address of receiver,

References

ge to . MSG o B ¥

Mossage to Bank: MSG to Bank
Reference to Beneficlary: RCF w Beneficia

Notify Beneficlary By: SN
Natification Number: 123 .456.7890
Amount: $500.00
Date to Tranamit: 1/16/2025

I canced et acrapt
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KeyNavigator®

From the confirmation screen you can:
¢ Navigate to the Main Page

e Void or Delete the wire (available only if
secondary authorization is being used)

¢ Create Another Wire
e Go to the Status Report

If you are using secondary authorizations, that
action will need to be taken by another person

before the wire will be released.

Domestic Wire Confirmation - Authorization Required

Status Information
Tracs ID:

KeyBank Transaction Reference:
‘Rspstitive Numbsr:
Template Number:

Fed. Referance Number:
Stetue:

Entered By:

Entsred On:
Authorized By:
Authorized On:

Sender information

name: Test User

Company:

Phone Number:
Debet Account:

Target Bank information
Bank 4BA:
Bank NamaiAooress:

Intermediary Bank information
Intermadiary Bank Name:

Beneficiary Bank information
Bank ABA:
Bank Nameiidoress:

Beneficiary Account Information T
Account Number:

Account Name:
Agdress Line 1°
Agarsss Line 2:
city:
StateTerntory:
Zip Coge:

1 Ta meoid processing delzys or ressms of wires, incuie the full sEour name (no sbbrviatians ar initisks) and e e
ful benefiory address. Ous ta Travel Ruies, many banks requre compleste name and address of recever.

References
Mesaape to Benefclary:
Masnage to Bank:
Reference to BeneNclary:
Nofity Baneficiary By:
Hotincation Numbsr:
Amount:

Dats to Tranemit:

" “John Doe

0737055518153

Autnarization Requireg
2AZRODASCZ
112025

Test Company
123.456.7890
000001111119999999

031000053

PNC BANK, NATIONAL ASSOCIATION
PHILADELPHIA, PA

243374218

NORTHWEST BANK
WARREN, P

374040123

13 pmyveners Lane
Suite 203
Pissburgh

P

15220

MSG i Beneficiary
MSG 1o Bank

REF 1 Beneficia
PN
123.456.7890
8500 00

11872025

mn page waid

creste andther wire stalus repart

Wire Transfer User Guide | 13



KeyNavigator®

Initiating an International Wire via KeyNavigator

International wires are the transfer of funds to a foreign bank. To avoid delays, do not use abbreviations or initials in

beneficiary’s account information.

Click International Wire from the Create Wire screen.

KeyNavigator” | KeyBank &

Repoiding & Rosearch v Fapabios v Rerpivabies Vv Fig Servicos v Card Servicos v i
Create Wire
Create Wire from Existing Template Create One-Time Wire
1114 E3 memat e Transer U5 funds bom

one KiyBank w1
Emer Tempiate Himber and ot salset ancihes KeySank account
Domesi e Teaniter 1% fundd 59
U S ok o 103 faega
BT AU S DAk

Sefect uhonzed fempiate
IR0 P DNMEEIC TR TR US b B A

U S bank. ¥ 123 forgn

DO e Tranitel A0S0 8 esgn
e
tare

Eageni T Parment Transter U funds Som

ong KiryBara oot i
"

B SevcaConter  (8) MyProtie

On the first screen the sender information is populated from the user log-on information.

If multiple banks will not be involved in the transfer click No and then Next. If multiple banks will be involved,

click Yes and Next.

See the multibank page below.

@ Service Carlar

KeyNavigator® | KeyBank O @ wrpromie

Dashbeoard Fepording & Researchw  Payables v Recsivables v File Services v Card Services v Specialined Sensdoes w

Internztional Wire Bank Selection

Sende! Infamatisn
Hams: Test User

Sompary:  ABC Company b
Phone Humber:: 123456590
this wire

I Cranaactiant:

v ® o I

Sign O
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KeyNavigator®

For Wires using one receiving bank:

¢ On the Create International Wire screen (with one receiving bank, the beneficiary’s bank) complete the required fields
to create an International wire.

e |f you need help locating the proper SWIFT BIC, use:
— The Find a SWIFT feature on KeyNavigator, Swift.com or contact the beneficiary to receive appropriate instructions.
e Click Next to proceed with the transfer or Cancel to return to the Wire main page.

Create International Wire
Shaw imvakd charmciers

Sender Information
name: Test User
company: Test Company
Phone Number: 123 456 7890

Debit Account”: | None Selecied v
Beneficiary Bank Information
(SWIFT = requred.

Country”: [ None Seiecied v

T Efactive Aune 1, 2021A1 Wies 1o Canscs must inclute Banaficiany Mama, Banaficiary ASCress 3106g with SEcaunt infaemation
Missing mandalory intarmation may el in 2 win beng deleyed or [eemed

Cumsncy: [ None Sciecied v
swiIFT: | |

{Don) know the SWIFT?}  Find a SWIFT

T} Wire Fraud is on the rise in the Banking Industry
¥ t  How can you protect your business?
Account Number : | |
(If appropriate, snter IBAN of CLABE Nere.)

,IIII'TD". [

|

Address Ling 1" | |
Agaress Line 2: [ '|
|

|

ciy’: |
State ! Territory / Province: |

-

Country”: [ Mone Selecied v

T o svaid processing delays or retums of wires, indude the ful account name (ro sbbreviations or initisls) snd nelude e
full beneficiary addmss. Dus 1o Travel Rules, many banks require complete name and address of mosiver.

References
Purpaose of Wirs/Message to Benefciary:

A

T To avaidt processng delays or relum of wire, indude puposs of paymant

amown [ ]
Dats to Tranemit”: E]
y out of #ie amount you se

- -
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KeyNavigator®

For Wires using Multiple Receiving Banks:

¢ On the Create International Wire screen (using intermediary banks) complete the required fields to create an
International wire.

e The First Intermediary Bank (toward the top of the screen) is the bank that receives the funds after the wire leaves Key.

e Typically the First Intermediary Bank will then transfer to the Beneficiary Bank (information provided in the middle of

the screen).
e Should a Second Intermediary Bank be needed, enter that data in the Intermediary Bank section toward the bottom of

the screen.
e Click Next to proceed or Cancel to return to the Wire main page.

Create International Wire
Show invad characiers

Sender Information
name: Test User
company: Test Company
Phone Number: 123 456 7890
Debit Accoun - | None Seiecied v

First Intermediary E‘W’!“S_‘ﬂ'}

Country”: | None Seecied v
o

| J
{DeriY know the SWIFTT) | Find s SWIFT

B!mﬁnaz'ﬂankl tion
(Thia I your final ge il
WIN Hational 1D Do uSSa? () . @y,

(SWIFT i Reguirsd.)
{Pleass pracede National ID with two aipha character

SWIF 0" |
(Don't know the SWIFT?)

WIrT
Fraudis on the rise in the Banking Industry.
Beneficiary Account 4 How can you protect your business?

e 1ot I

{i* appropriats, enter IBAN or CLABE n--.i
Beneficiary's Name -
aqdress Line 17
e ——
[ 1]
oy —
e —

Country”: | None Seecied v

T T e pracessng datiys o resums of wies, indude (e ful account rame (o sbbvations or i) and Rcude Sie

il bemekcioey aiddrezs. Duc to Travel Rule man borks seouire cormpleie name ard adiess of eoniver

Intermediary Bank Information
SWIFT/Bank D | |

Purposs to Y-
Vi

T T i processng deleys or returm of wiee, indude purpree of payent

Ratersnca to Bensficiary: ﬁ
R —
Date to Transmit’: 2025 w |
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KeyNavigator®

If you selected Next an approval screen will be displayed.
Click Accept to approve the wire (or you can cancel or edit the instructions).

Approve International Wire

[acospts

Sender Information
Name:  Test User
Company:  uct Company
Pnone numper-  123.456 7890
Debit Account: 5417 18.0000000035968 1310728101

First Intermediary Bank Information
Country: UNITED KINGDOM
Cumency: UNITED KINGDOM POUNDS
SWIFT: AACCCE21

Bank Information: UBS CLEARING AND EXECUTION SERVICES 199
BISHOPSGATE FLOOR 2 LONDON.GB

Beneficiary Bank Information
SWIFTIBank ID: AAPUGEZ1

Addifional Bank Information: ABSOTSTONE AGRICULTURAL PROPERTY UN 155
BISHOPSGATE LONDON,GB

Beneficiary Account Information”
Account Number: 12345

Benanclary's Name:
Address Ling 1. 123 Test Stroet
AddresaLine 2 -

Cily - London
State | Territory / Province -
Postal Code
Country : GB

7 7o avid processing dolays or refurns of wires, nclude e full sccaunt name (o abbreviations or nitials) and indude the
full beneficiary sdcress. Due 1o Travel Rules. many banks reguire compiete name and address of reoenver

Second Intermediary Bank Information
SWIFT/Bank ID:

Addittonal Bank Information:

References
Purpose of age fo yt: Test saral Wire
1 Yo avoid jprocessing delays or return of wire, nclude purpose of payment
Reterence to Beneficlary:
Amount: UNITED KINGDOM POUNDS: 100.00
Date fo Transmit: 1162025
Value Date: 1:21/2025
Approximste Rate: 13157
Approximate U.S. Dollar Amount: $133.67

o —
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KeyNavigator®

After accepting the wire, a Confirmation screen
will appear. This screen will include the status of
the wire.

From the confirmation screen you can:

¢ Navigate to the Main Page

e Void or Delete the wire (available only if
secondary authorization is being used)

e Create Another Wire
® Go to the Status Report

If you are using secondary authorizations, the wire
will need to be approved by another user before
the wire will be released.

International Wire Confirmation - Authorization Required

Status Information

Traca ID:

KeyBank Transaction Reference:
Repetitive Numbsr:

Template Number:

International Referance Number:

Entered By:
Entered On:
Authorized By:
Authorized On:
Autnerized By:
Authorized On:

Sender information
Nama:

Company:

Phons Number:
Dedit Account:

First Intermediary Bank Information
Country:

Currency:

SMFT:

Bank information:

Beneficiary Bank Information
SWIFT/Bank ID.

Agmibional Bank informaticn:

B Fink A " T
Account Number:

Bensficlary's Name:

Address Line 1 :

Address Line 2 :

cay: L

Stats | Territory | Provincs
Poetal Code :
Country :

127TATOSA285380

: Authorization Required

24ZMODASC2
1182025

Test User
Test Company
123.456.7890

5417 15:00000000350661310728:101

UNITED KINGDOM
UNITED KINGDOM POUNDS
AACCGBZY

UBS CLEARING AND EXECUTION SERVICES 198
BISHOPSGATE FLOOR 2 LOMDON,GB

AAPUGE21

ABBOTSTONE AGRICULTURAL PROPERTY UM 155
BISHOPSGATE LONDON.GB

12345
Acme Avonics
123 Teut Street

=]

T Ta v pracessing delys or retums of wires, incude the full scepurt rame (1o shirevations o initiss) mnd ntude the
il ben du:r\r address. Due o Travel Rules, many banks sequre complete name and address of receiver.

Second Intermediary Bank Information
SWIFT/Bank ID:

Agmitional Bank information:

References
w o "L to ,'. Test val Wire
T Ta avoid processing delays or retum of wire, indude purpose of payment
Referencs to Beneniclary:
Amount: UNITED KINGDOM POUNDS: 100.00
Date to Tranamet: 1/762025
Value Dabe: 1/212025
Approximate Rate: 1.3367

Approximate U.S. Doltar Amount:

5$132.87

s page weid

creste another wire stahs report
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Initiating a Federal Tax Payment via KeyNavigator

Federal Tax Payment wires are the transfer of funds from a Key account to the
IRS. Click Federal Tax Payment from the Create Wire screen. Complete the
required fields to create a Federal Tax Payment wire. Click Next to proceed
with the transfer or Cancel to return to the Wire main page.

If you select Next an approval screen will be displayed.
Click Accept to approve the wire (or you can cancel or edit the instructions).

@1 Service Canfer @ My Profia Sign OF

KeyNavigator® | KeyBank O

Dashboard  Rogarting & Research  Paysbles v Recofvables  File Services v Card Sonvices v Specialized Services v

Approve Federal Tax Payment

oo "-:'r--::mn 9
Sendar Information
wane: Test User
compery- Test Company
Phont Number: 123 4567890
Dbt Account:  Cxeirating Acoaant OOOHIDDCONSGSRGS4A 1
Benelisiary Tik Payment Inssrmation
Tu Typee ETZ3G
Tax Type Prafi: ET2 (Form 3725
Tz Type Suffic €. Datimated
Tox [ Number: 314566188
Tarpayer Name Corrol 5PAR
TorpayerHame: Epadsy Consoldaied
T Dt 000K

Target Bank Information:
ABA Nmbar, CT1E06164

Beneficiary Bank information
BankHame: 133
[Bank Account: 20X KEE00

Cantact Information
Barme and Fhone Humber: e 5 Sl 2183605000

Amount §12856
Diote to Transanic Jan 12, 205X

Beneficiary Tax Payment
Information Definitions

Tax Type Prefix — The beginning
digits of your tax form. The help

button (?) displays all valid tax
type prefixes.

Tax Type Suffix — The last digit of
the Tax Form.

Tax _ID Number — A nine-digit
number assigned by the IRS.

Taxpayer Name Control — A four-
character designation assigned
by the IRS. Taxpayer Name —
The name of the company,
organization, group, etc.

Tax Date — This date must
coincide with the date of the tax
period and is not necessarily the
current day.
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After accepting the wire, a Confirmation screen will appear. This screen will include the status of the wire.

KeyNavigator® | KeyBank O=x B sonkacemar (@) WyPofle  Sond

Dashitoard  Reporting & Research v Payables v Receivables v File Sendces v Cand Services ¥ Specislized Sarvices W

Federal Tax Payment Canflirma tion

Status Informaticn
Troce I0x; £23401
FayBank Transaction Ruference: (4081 1001171
Rapatires Nurmbact 1214
Tarnplate Number: 1770
Fud, Rubiionoe Murabu’
Suabus; 1N PROCESS
Enimred By: Hed Spiiman
Entarec Om: Jan 02 20K
Rurnren By
Aiharirer D
Authoriaed By:
Authoriced Snv

Sender Informaticn
e Test User
congany: Test Company
Fnose unser 1123 456.7890
Dbt Acosund: Operaiing Account:-00M000DDMSIOHEEES 11

Betrfficiany Tax Payment Information

Taa Type: 87280

T Typs Prefl: 4720 (Form 8724)

Tax Type durfic: 6. Estrated

ok 1D Nuriber 514304160

Tuspayer Noma Comtsel,  £PAR

Taspayer Hame; Spaky Consnlizaed

TuxBabe: 0RZ0K

Target Bank Information
Ak Murnhar: 051035154

Banwficiary Bank Information
Bank Hamner (R
Barw Acooung; (LRai00

Contact Information
Nama and Phone Nurber: Jon 3. Smih 7185565555

Amoung: §129.50
Ol S0 Tranesmi: Jan 12, 20X

| = v st ot

From the confirmation screen you can:

¢ Navigate to the Main Page

¢ Void or Delete the wire (available only if secondary authorization is being used)

e Create Another Wire

e Go to the Status Report

If you are using secondary authorizations, the wire will need to be approved by another user before the wire will be released.

Wire Transfer User Guide | 20



KeyNavigator®

Initiating a Multicurrency Wire

The Key Multicurrency Product allows corporate clients to maintain balances in 14 major foreign currencies. Holding a
foreign currency account mitigates foreign exchange rate risk. Proceeds from the settlement of foreign receivables can
be deposited directly into the account. For additional information on the Key Multicurrency Product, please contact the
International Product Team at IntITradeFinance@Keybank.com.

After the International Trade team has arranged for use of this type of wire, to initiate a multicurrency wire click Create
Key Multicurrency Wire from the Create Wire screen.

KeyNavigator® | KeyBank &=

Dashboard  Reporting & Research™  Payables %  Receivables v File Sarvices ¥
Wires
Create
Create Wire >
Create Wire Template >
Craate Drawdown >
Create Domeslic Drawdown Templste »
Crasta Key Multicurency Wire >
Create Key Multicurancy Wire Temolate ?

KeyNavigator” | KeyBank O

Oashbaard Raparting & Ressarch ¥ Payahlas % Racaivabiag W' Fila Sarvicas ¥

Create Key Multicurrency Wire
fram Existing Template

1204

Eritei Termplle Number and oick [saleat).

o

Seiect authorzed lempae from ksting.

cances

Card Sarvicas W

63 Sonice Conter (@) My Proflo Sign OF

Card Services v Spedialized Sarvices W
Wire Systern Availability
Wire System is available on bank business days enly
All Wires and Drawdowns: 600 AM - 600 PM ET
Extended Wires: €00 PM- 11:00 FM ET
Faderal Tax Paymants: 6:00 AM - 4:00PM ET
Wire Value D

Type Velue Date
Al US Doltars Send Date
Mexican and Caradian Currency Send Date + 1 (Bank) Bushess Day
Al other Farelgn Gurrency Send Date + 2 (Bank) Eusiness Days

B SeviceCanter (@) Uy Prafie Sign 001t

Key Multicurrency Wire

covate

Create One-Time Wire
ey Multicurrency Wir

Spaciakzad Sanicas ¥

Request a transter of U5,
fufds Ifom 2 US. Bank b 3
Fareign aczount.
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Create Key Multicurrency Wire

Show invald charsciers

sasarisk %) denotes » reakired §

Ordering Customer Information
name: Test User
Company: Test Company

Debit Account’: | None Selected v

Beneficiary Bank Information

{SWIFT is required.)

Country™: l Nane Selected hd

&h accourt information

¥ Efoctiva Ana 1,

rciade Banaficiary Name, Banaficiary A
1on may sl in 3 wWine DOrg dekayec

currency”: | Nane Sekcied v

SWIFT” |

Dot knaw the SWIFT?!

Intermediary Bank Information
SWIFT/Bank ID: l I

[Dom't know the SWIFT?

Beneficiary Account Information™

Account Number - | |
(It appropriate, enter IBAN or CLABE ners.)

Beneficlary's Name - | |

Agarses Line 17: | |

Address Line 2: | |

Ccity™ I I
State | Territory / Frovinca: I l

H——

Country™: [ Nore Selected e

1 Ta avait pracessng delsys or retums of wires, indude the ful sccount name (no abbreviations ar inifiai) and nclude te
ful beneficiary address. Due © Travel Rules, many banks require complese name and asddress of receiver

References

Purposs of WirsiMessags to Baneficlary':

To avoid processng delays or relum of wire, indude pupese of payment

Date to Tranemit’: E

S “

If you select Next an approval screen will be displayed.
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Click Accept to approve the wire (or you can cancel or edit the instructions).

Approve Key Multicurrency Wire

cking {au:eét’;‘

Ordering Customer Information:
Name: Test User

Company: Test Company

Debit Account: KMCA TEST.00000000000123131535.1

Beneficiary Bank Information
Counfry: UNITED KINGDOM
Currency: UNITED KINGDOM POLINDS
SWIFT: AACCGE21

Bank information: USS CLEARING AND EXECUTION SERVICES 169
BISHOPSGATE FLOOR 2 LONDON.GB

Benefi A t Inf -
Account Number: 12345
Bensficlary's Name: Test Account
Agdress Line 1: 123 Tes! Sveel

Address Line 2 -
City - Londan
Stats / Territory / Province -
Postal Code -
Country - GB

L

fude e full account name (no abbreviations or inflials) and include the
many banks reguire complele name and address of receiver

Tt avod processing delays or relurms
ul address. Due io

References
Purpoee of WireMesesage to Beneficiary™: Test MutCumency Wie
T avod processing delays or return of wire. include purpose of payment
Amogunt: UNITED KINGDOM POUNDS.
Date to Submit: 1/16:2025
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Key Multicurrency Wire Confirmation

Status information
Trace ID: 01737058843658
KeyBank Transaction Refarence:
Rapatitive NUmDSr:
Templats Numbsr:
Intarnational Referance Numbar:
stafus. In Process
Entered By. 24Z/0XDASCH
Entersd On: 1162025

Authorized By:
Authorized On:

Ordering Customer Information:
name: Test User

Comgany: Test Company

Debit Account: ¥MCA TEST-00000000000123131535:1

Beneficiary Bank Information
Counfry: UNITED KINGDOM
Cumrency. UNITED KINGDOM POUNDS
SWIFT. AACCGE21

Bank information: UBS CLEARING AND EXECUTION SERVICES 198
BISHOPSGATE FLOOR Z LONDOM,GB

A t Inf o T
Account Numbsr:
EBeneficiary’'s Name:
Addresa Ling 1 123 Test Siree

Addrees Line 2 :

City : London
State § Terrttory / Province :
Postsl Coge :
Country : GB

T Ta meic processng delays or retums of wires, indude the full account rame (no abbe
ful beneficiary address. Due 1o Travel Rules, many banks requre complete name 2

References
Purposs of WirsMessage to Benefictary™: 7=t MulliCurrercy Wire
T Yo avoid pracessng delays or retum of were, indude purpose of payrent
amount: UNITED KINGDOM POUNDS: 200 00
Date to Sunmit: 1/762025

man page create anther wire =tatus repar I

From the confirmation screen you can:

¢ Navigate to the Main Page

¢ Void or Delete the wire (available only if secondary authorization is being used)

e Create Another Wire

® Go to the Status Report

If you are using secondary authorizations, the wire will need to be approved by another user before the wire will be released.
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Creating and Using Templates for Repeat Wires Introduction

Templates allow your users to initiate wires from pre-populated template screens without having to re-key information
every time the wire is sent. At the time of wire initiation only the dollar amounts, and dates are required.

You can create templates for internal, domestic, international, and Federal tax payments.

» Note: Templates require secondary approval before they can be used to initiate the wire. The second user, with
approval rights on KeyNavigator, must approve the templates via the Authorize Templates function on the main Wire
tab. The second user can Cancel, Edit, Void or Authorize.

Template approval can also be completed via KeyNavigator Mobile.

If your organization only has a single user, you are not able to use templates due to the secondary approval
requirement. If you want to use templates, please contact your Payments Advisor regarding adding other users and
setting up secondary approvals.

Creating a Template via KeyNavigator

From the KeyNavigator home page, click on the Payables section and select Wire.

From the Wires main page, choose the Create Wire Template action appropriate for the type of template you wish to
create (standard, drawdown, multicurrency).

Koyﬂawgltor‘l KeyBank &= @ SewceConier () MyPratie sonon
v Mo Hoportng & Resoarch v Payables v Hacayaties v File Sorvces v Card Sorvioes v Speciphred Seraons v
Wires
Create Wire System Avallability
ronte Wirn » Wire Bystem i 3vaiabie on Bank Desiness A3y ondy
All Weres and Drawdowms:
[ : ] Extenced Wires.

el Driwelowr) » Fadeial Tax Paymants

iy MulDourrancy Ware Valus Dase Disciosure

oral paYMENts. Senomnated o TGN CUEncy AIT SEmied baned 0n yaer daies. per deured Cumency

Autihonze Tramacc » Trpe Vaius Datw
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Under Create Wire Template, select the type of wire you wish to create a template for.

Wgﬂm'nl Kﬂsﬂﬂkh £33 Senieo Canlor @ My Profio Sign

Dashboard Reporting & Research v Payabies v Raceivables v File Sarnices W Card Services v Epecialized Services v

Create Wire Template
T femplat (=t
Imfenay’ Tomygite Cocale a terplale ko arsler U5, Ronds from one KeyBank accound B analher KeyBark
accounl
Dok Template Creats 3 templats o randter ULE. NnGS 102 UVS Bank, oF 1 3 Perekgn bank via a U 5.
bk
Intesnaoaal Templale Cigats a lemplabe 1o Hansler funds 1o a Foieigh bank

Eodoral Tax Bayment Tempixe Create 3 template to tansfer U 2. funde from a KeyBiank acoount o IRS

canrce|

Wire Transfer User Guide | 26



KeyNavigator®

Complete the required fields for the payment
type selected. You can refer to the Create Wire
section for details about each payment type.

Complete the required information in the
template. We recommend completing the
Description field in the template with a title
that will make it easy for you to identify your
various templates. If you do not complete
the description field, your template will be
assigned a number as an identifier.

After completing the required information,
select Cancel to return to the wire main
page, or select Next to proceed with
creating the template. If you select Next
an approval screen will display.

Example of a Domestic Wire Template

Create Domestic Wire Template
Show irvakd characiers

wiks wsed by MeyBank may Ll

(Intormatien nesdad to KN aﬂmm
Descriptian: | |

Sender Information
Debit Account”: | None Seiecied v

Target Bank Information
ABA Number

Dort know the ABA rumber? Find an ABA.)

Intermediary Bank Information
Intarmediary Bank Name: |

Beneficiary Bank Information

Complete anly f the final destination differs from the target bank
ABA Number:

{Dort know the ABA number? Fnd an ABA,

Beneficiary Account Information®
Account Number”: |

|
Agcount Nams”: [ |
Agdrees Line 1: | ]
Aodrees Line 2: I |
1|
Zip Cooe: [

* To avod processing delays ar reluns of wires, indude the full account name [no abbrevialions ar nitials) and nclude the ful
beneficary address. Due to Trevel Rules, many benks require complete rame and address of receiver

References

Messape to BeneNhclary:
[I7 left biank, data can be entersd during wire entry)

Massags to Bank:
[If 187t biank, data can ba entsred during wire entry)

e | R
(I lft blank. data can be entered during wire entry)
sebunyty
Notification Number:
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Click Accept to approve the template (or
you can cancel or edit the instructions).

Approve Domestic Wire Template

e fotlowing wire o

After accepting the template, a confirmation
screen will appear. Temgiate Information
s . . Description: Test Domessc Terplate
From the confirmation screen you can: Entaren By: 24ZAXXDASC2
* Navigate to the Main Page s o
Autharized By
¢ Void or Delete Authorized On:
. Last Used On:
e Edit the template
° Sender Information
Create Another Template T,
Target Bank Information
Bank ABA: 041000014

Bank Name/Address:

Intermediary Bank Information
Intermediary Bank Name:

Beneficiary Bank Information
Bank ABA:
Bank Name/Address:

Beneficiary Account Information ¥
Account Numbar:

Account Name:

Address Line 1.

Agdress Line 2:

Clty:

statarTarntory:

2Zip Cods:

T o avaid processing delays or retums of wires, indude the full account name (no sbbreviations or initisls) and nclude e
full benefidary address. Due to Travel Rules, many banks require complete name and address of receiver

References

Messaps to Beneficlary:
Message to Bank:
Reference to Benenclary:
INotify Beneficlary By:
Notification Number:

FEDERAL RESERVE BANK OF CLEVELAND
CLEVELAND, OH

12345

Termplate Test

123 Anywhere Lana
Agartment 203
Cleveland

OoH

44143

I cncel odit
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» Note: Templates require secondary approval
before they can be used to initiate the wire.
The second user, with approval rights on

Domestic Wire Template Confirmation

Use browses o pnt confirmation

Template information

KeyNavigator, must approve the templates via St
the Authorize Templates function on the main Description: Test Domeséc Templase
i H Repatitive Number:
W|fe tab. The s.econd user can Cancel, Edit, e e
Void or Authorize. Entsred By: 24ZAXXDASC2
Enfered On: 1162025
Template approval can be completed via Autnorized By:
KeyNavigator Mobile also. Autnorized On:
Last Used On:

If your organization only has a single user,
you are not able to use templates due to
the secondary approval requirement. If you

Sender Information
Debit Account: 99999000000000000

want to use templates, please contact your Tepet Bank '"B""ﬂ' i
Payments Advisor regarding adding other Bank NameiAddress: FEDERAL RESERVE BANK OF CLEVELAND

. CLEVELAND, OH
users and setting up secondary approvals.
Intermediary Bank Information

Intermediary Bank Name:

Beneficiary Bank Information
Bank ABA:
Bank NameiAddress:

Beneficiary A I fand
Account Number: 12345
Account Name: Template Test
Address Line 1: 123 Anywhere Lane
Addross Line 2 Agarirnen| 203
City: Cleveiand
StateTerrifory: OH
Zip Coge: 44143

T %o avaid proceszing delays or retums of wires, indude the full account name (no abbreviations or initisis} and nclude the
full beneficiary addrass. Due to Travel Rules, many banks require camplete name and addeess of receives

References

Meseape to Beneficlary:
Message to Bank:
Reference to Bensficlary:
Notify Baneficlary By:
Notincation Numbsr:

I mxn page void okt create another template I
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Using a Template to Create a wire via KeyNavigator

After the template has been created and approved, it can be used to initiate a wire.

e From the KeyNavigator home page, click on the Payables section and select Wires.

e From the Wire home page, select Create Wire.

¢ On the left hand side of the screen enter the template number or select it from the template listing.

KeyNavigator® | KeyBank & P SeviceConter (@) MyProfle  Sga
Dashboand  Reporting & Research'  Pagables  Recsvebles W File Services % Card Services V' Specislizad Services W
Create Wire
ZC'LC:'.).L'-_' N wine 10 Crasie
Create Wire from Existing Template Create One-Time Wir
1214 select |emal Wi Transfer U.5. furds from

one KeyBank acecun! ko
mnather KeyBant account.

B D 5 Wiire: Transter U.S. lurdsto a
b LLE bank, or fo afareign
Dbank via & LS. bark.

Enter Template Mumber and click select

Caleel authonzed lamplate

Third Party Domiestic Wire  Transfer V.S, furdsto a
LL.5 bank, or fo a foneign
biark via a LS, tank

Inaemnatkonal YYire Tranaser Land s 10 & hieign
bank.
Third Farty Intematonsl Wire  Transter Lnds io a foreign
ank,
Encleral Tax Paymaent Transser U.5. furds from
ong KeyEank acoount to
RS,
These fields can be edited before accepting and approving the wire. S
Minimum required fields are the Amount and the Date to Transmit. Message to Beneficiary: | Saies Commission for Aireraft
Paris
» Note: Key recommends that you print and store a copy of wire
template details for phone initiation, in the event that users Message to Bank:
are experiencing technical difficulties preventing access to
KeyNavigator.
Reference to Beneficiary:

Notify Beneficiary By: | pone v
Notification Number:

Amount’: | 1000.00

Dateto Transmit: | Jsn v 2 v /| 200x v
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After completing the required information, select Cancel to return to the wire main page, or select Next to proceed
with creating the wire.

If you select Next an approval screen will display. Click Accept to approve the wire (or you can cancel or edit the
instructions.

Domestic Wire Template Authorization Confirmation

Use browses & o

Template information
Template Mumber: 1021757
Description: Test Domestc Temalate
Repetitive Numbar:
Status. Autnorized
Enterea By: 25TestUser
Entered On: 011672025
Autnarized By: 25TestUser2
Authorized On: 01/18/2025
LastUsed On:

Sender Information
Detit Account: 99999000000000000

Target Bank Information
Bank ABA: (0410000

Bank Namaiiddress: RAL RESERVE BANK OF CLEVELAND
EVELAND, OH

Intermediary Bank Information
Intermediary Bank Name:

Beneficiary Bank Information
Bank 2BA:
Bank Nama/Adadress .

Beneficiary Account Information T
Account Number: 12345

Account Name: Template Test
Address Line 1: 123 Anywhers Lane
Agdress Line 2. Apariment 203
City: Cleveland
stataTerritory: O+
Zip Coge: 44143

1 Ya isvaid grocessng deliys or retums of wres, ncude the ful accoart name (na abbreatans ar intisis| snd nclude e
i beneficiay address. Due o Travel Rules, many banks requre complete name and address of receiver,

References

Mesaage to Benenclary:
Mezsage to Bank:
Refarance to Beneficlary:
Notity Beneficlary By:
Notincation Numbsr:

I = void T s Tty Pt S W Natrit I
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After accepting the wire, a confirmation screen will appear. From the confirmation screen you can:

¢ Navigate to the Main Page
¢ Void or Delete

e Edit the template

e Create Another Template

Domestic Wire Confirmation

Use browses & prnt T

Status Information
Trace ID: 04737059473224
KeyBank Transaction Reference’
Repatitive Number:
Template Number: 1021757
Fed. Refersnce Numbsr:
Ststus. In Procees
Enfersd By: 25TestUser
Entered On: 1162025

Autnorized By:
Authorizad On:

Sender Information
Hame: Test User

Company: Test Company

Phone Numbsr: 123 456 7890
Detit Account: 99999000000000000

Target Bank Information
Bank ABA: 041000014

Bank Name/Address: FEDERAL RESERVE BANK OF CLEVELAND
CLEVELAND, OH

Intermediary Bank Information
intermediary Bank Nams:

Beneficiary Bank Information
Bank ABA:
Bank Namae/Address:

Beneficiary Account Information
Account Numbar: 12345
Account Name: Template Tes:
2007088 LIng 1 123 Anywhere Lane
AQUrees Ling 2: Auriment 203

City: Cleveand

StateiTernitory: O
ZIp Code: 44143
T 7o avoid prucessng detsys or 1 of wires, inclute the ful account name (no abbrevintions ar iniisiz) and nclude B

full beneSciary acdress. Due to Travel Rules, many banks requins complete name and sddress of receiver
References
Messags to Bensficlary:
Massage to Bank:
Rafarsnce to Benaficlary:
Notify Beneficiary By:
Notification Humber:

Amount: £250.00

Date to Tranemit: 1162025

I N page creale anather wre status report
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A drawdown is a message initiated by Key and sent to a different financial institution, requesting funds from an account
at that institution be wired to your account at Key. Generally speaking, the receiver of a drawdown request needs to
have instructions and authorizations set up with their bank in order for the drawdown to be honored. If the receiver of
the drawdown request accepts the drawdown, the received wire will appear with all of your other incoming wires in

KeyNavigator reporting.

Creating One-Time Drawdowns in KeyNavigator

From the KeyNavigator home page, click on the Payables section, and select Wires.

From the Wires home page, select Create Drawdown.

KeyNavigator® | KeyBank &~

Dashpoasd  Heporing & Research  Payables W LECEIVaDiS v

Wires
Create

Crasta Wirs

Cresie Wire Termplaie

Fila Services v

Craate Dirawdown

Croate Domasic Deswaown Termplale
Create Key Muticurancy Wire
Croste ey Muticumency Wirs Termstate

Authorize

Augharzae Traneadions

Auhoree Templees

View

Tarviplate Listirg

Wire Siatus Report

@ Senvice Center

& Wy Protie

Card Sanacas v Specializad Sanices v
Wire System Availability

3 Piiie Sysien i3 avaliabie on back business days enly

All Wires and Drawdawns: E00AM - 800 FAET
2 Exsended Wirss: E00FH - 100PY ET
> Federal Tax Payments: EO0AM - 4.00 PMET

imerrational Wire Valse Daw Disciosure

! Type Value Date
> Al U Daltars Sent Date
3 Wetican and Canadian Curency Sera Date + 1 (3askj Business Day

All oener Faresgn Cunency Seru Cate + 2 (Baw) Business Duys

Koy Muskicarrane: y Wirs Valee Bats Bisciasurs
AN mtemasional payments denomirated i foregn curmercy are cattied kated on vaun datos per decied cumency

> Tvee Value Date

CAD, EUR. NCK. TKK, SEK. MXN, GER ZAR. CHF HUF Serd date + | (Bank) Susiness Oay
?

FPY. ALID, SO0, BHD, NZD

T dally Culaf 1ma 107 Aiouing Wour ougsing payvmarts 1

KeyBank

o ]

Send dale + ¢ (Bosk) Susiness Days

04 pm ET 1300 pey 9T

Q

Sgn O

A

Select Domestic Drawdown.

KayNavigatnr‘| KeyBank $==x

Deshboard ~ Roporting & Ressarchw Paysbles v Roceivables v File Services v

g

Card Services v

Create Drawdown

Select hype of drawdown lo creale

Create Drawdown from Existing Template

Enter Template Number and click [selest].

1214

sor-

Select AUMDTTEd tempiaie iTom 1Sting

cancal

Specialized Services v

Service Center

@ weProne

Sign Off

Create: On2-Time Drawdown
Donesto Drawiosn

KayBank aceount

Request 3 transfer ofU S
funes from a U.S. bank s a
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Drawdowns

Complete the required fields. Click Next to proceed with the request or Cancel to return to the Create Drawdown screen.

KeyNavigator” | KeyBank &=

Doshbsoar] Ropoding & Beseawh ™  Popables Reoeivablas w Filz Bervicas »

Create Demestic Drawdown
Show iinvald darchig

Ay atns ¥ les

Fenefaoary Sonk Irformaton
Hane:

Cumpay:
Phzie Hunbes

Covdt Bacount |

Receinirg Sank Irfomaton
ABL Ml |

Dalaf A mmpupd umbgr !

Bierbit hoaieinivi! Blesfd |

Refereves
Heiznge is Fecpiark

By 0 Bk

Pahesines be Rvcipiant
otity Reciplent By
Wetdozter Humben

Aervnund 't

Dvets b Tramamin:

CEIE I ECURL e

@ Sardce Canler

&) viyPaia Sign OF

Cord Bervoen »  Epecaliesd Sordoos

Yl Eadaman
Spaiky Gonsoldnied [Mdusiies
1. ST

Cosm g Aczourt OO0 OODOGIAGR M 107~

TRO T rats s s v e Fam on SRS

Siles Conrrkginfor frcial Sorte

pLibals

w| 2% w

Jmow |2

If you selected Next an approval screen will be displayed.

Field Definitions

Credit Account — The account at Key
that will be credited once the wire is
received.

Debit Account Number — The account
number at the other financial institution
that will be debited when the drawdown
request is honored, meaning the
response wire is sent.
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Drawdowns

Click Accept to approve the template (or you can cancel or edit the instructions).

KeyNavigator® | KeyBank 0=

Dashboard  Reporing & Research v Payables v

Receivables v Fls Services v

Approve Domestic Drawdown

You hase entered e iolawing Cra
getone cli

Pease ey

Beneficiary Bank Informaticn
K&

Compary:

Phone N umber:

Credit Account:

Receiving Bank Information
Bank ABA;
Bank Narel address:

Dbl Avzouml Number,
Dabit Account Name:

Referesiees

Message to Recipliont:
Meassage to Bark:
Retarance ta Reciplont:
Mowty Raciplant By:
Notification Number:
Amaunt:

Gate 10 Transmit:

@ My Profia

83 Service Contor Sire,

Card Sendces v Specialized Services v

T PEUESL

cking [Recert)

M SplEITAE

Sparky Congalidsted Indysiks

2188580123

Ogesiating Acedusst DRO00D0A00D0 S508 HE258. 101

143152253

Bank of Ohia
Clevetand, OH

GRIES4
TEST AGCOUNT

Sales Commission for Arcraf! Pans

$1.000.00
Jan 02, 20X

|
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Drawdowns

After accepting the template, a Confirmation screen will appear. The confirmation screen will include the status of the
wire. If you are using secondary authorizations, that action will need to be taken by another person before the drawdown

request will be released.

From the confirmation screen you can:

¢ Navigate to the Main Page

e Void or Delete the template (option available only if secondary authorization is being used)

¢ Create Another Template

e Go to the Status Report

KeyNavigator” | KeyBank O

Diashhaand Reparting & Ressarch % Paynbles W

Rmcanmables v Fils Sarvces W

$ Senace Cenar

@ My Profie

Cavrd Sarvices W Specinlired Senvicas v

Domaestic Drawdown Contirmation

Skstus Information
Trmen 10:

Mglank Tranmaction Balemnce:
Fepatitive Mumber:
Template Humbar:

Fed, Wi fifamies Humbar:
St

Enlered By:

Entered Onc
Aushoizad By:
Anithoiised Se:

Mt nad By
Axthorred Gm

Bereticiary Bank Informuaticn
M

Comparey:

Phans Humbsr:

CrEne Ao ount:

Receiving Bank information
Barik ABA:
[ L L

Dl Arsgund Humber-

Ciebid & coound Marme:

References

i sk

[ParEl]
O FGTIT
1218
irl

W PROCESS
e Splebran
Janiog, 0K

He Spietran

Sparky Cormoikdaied Induilied

FALE = Bl e

Opatng ACood st De0I00reas=sg e 1

T4 ETEY

Exan o i
Clhvestang, O

BEGHCEH
TEST RCLOUNT

Sales T on tler Alscrall Parts

Mesiage bo Bank:
Referancesio Reciplent:
Wity Recipisnt Byt
Hoificaion Humbar:
Amsuni

Dl 1o Tranamit:

§1 000,00
Jan 00 AN

CraaE MeOier B

R et I

Eign Off
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Drawdowns

Creating and Using Templates for Drawdown Requests on KeyNavigator

Templates allow users to initiate drawdowns from pre-populated template screens without having to re-key information
every time the drawdown request is sent.

» Note: Templates require secondary approval before they can be used to initiate the wire. The second user, with
approval rights on KeyNavigator, must approve the templates via the Authorize Templates function on the main Wire
tab. The second user can Cancel, Edit, Void or Authorize.

Template approval can also be completed via KeyNavigator Mobile.

If your organization only has a single user, you are not able to use templates due to the secondary approval
requirement. If you want to use templates, please contact your Payments Advisor regarding adding other users and
setting up secondary approvals.

Creating a Drawdown Template on KeyNavigator
From the KeyNavigator home page, click on the Payables section and select Wire.

Select Create Domestic Drawdown Template.

KeyNavigator® | KeyBank &% 8] senecentsr  (E) My Pt Sign O
Deshocard  Reporng & Researchv Payebles v Recenables File Sarvces v Cad Services W Specialrad Sarvices v
Hires
Create Wire System Availability
Couans Wire » Wirs Bystam is svaEES on Bank Business davs saly
Al Wires and Dransdenms: 00 AM - G0 P ET
Creale Wire Template ?
EXAnORS Wilni: 00 PN - 1100 PR ET
Croake Drawionn 7 Festeral Tag Papments: 00 AM - S.00FM ET
|mermatEm WhTE Vilue Date Cisclosure
I Creals Domeslic Drerwdown Tamplate b
Type Wakie Cats
Creale Key Mulicumency Wirs bl Al U5 Doilars Seed Date
. _ Mewean-and Canadian Canency Setd Dute - 1 [Eark) Bisiness Dy
Ty sy Mubietimancy Wire Tamoisbe b
Al gihes Feregn Cumsacy Serd Dute « 2 (Sark) Besress Cys
Kay Muiticwrency Wire Yakse Cate Disciosure
Authorize AN ITETENON panmELl AENSTINaled iN KHEQN CUMSrCy & SeTlied basta on viLe 1mes Pr ossIed cuneIcy
Authorize Transachons b Trpe Vakse Cate
CAD. EURL D, DK SEX. WIN, GBS, ZAR CHF HIF Setd date + 1 [Bank) Sesitess Duy
Austtvarize Tormplalos ¥
JPY. A0 S0, HAD, N2D Serd tate + 2 (Bank) Bestiess Duys
The: dily cat-s8 lime &r peovig your culgang payments 1 200 pm ET 1200 o PT
View Kbk
e L
Wien Siakus Roport > D A
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Drawdowns

Complete the required fields. You can refer to the one-time drawdown section above for details about drawdown fields.

@] Sarvice Canter

KeyNavigator® | KeyBank -

Dashtoard Raporting & Resaarch v Fayables~  Receivables v  File Services W Card Services v Specidlized Servces W

Create Domestic Drawdown Template
YA

") derashis 3 reguined Sek

A ik

Templaté Information
Il e masdis b erlily pour templile)

Daseriptien!  urncigie for Adicrah Part

Beneliciary Bank Information

Credit Arcount’  Opefaling Acccunt-0000000I0000I00EI0S:101 -~

Receiving Bank Information

ABA Nurmtspr
| v biomm Wi AL i il i AR |

Debit Account Nurmber :

Dbl Acoour Nama |

References.

T Eage 00 RECIRIONT & ey d=cunm besnn for A craft Pt

|1 e blank, dais can be eniered during Drawdown
anlry}

Hezaage to Bank:
|IF 8% Dlank, daia can b aniared during Driwsgwn
snary)

Raferandd 10 Recipiont!
It |8t Slank, data can G enared curing Drawoown

antry)

Notifty Reciplemt BY, e o

Hotfication Number;

cance

@ My Profle Sign ¢

Select Next to proceed with creating the drawdown template or Cancel to stop the process
an approval screen will be displayed.

. If you selected Next
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Drawdowns

From the confirmation screen you can:
¢ Navigate to the Main Page

¢ Void or Delete

¢ Edit the template

e Create Another Template

KeyNavigator® | KeyBank O—=x [ SemiceConter () My Profie Sign Off

Dashboard Reporting & Resaanch v Payables v Receivanles v Fila Sanices v Card Serdcas w Spacialized Services v

Approve Domestic Drawdown Template

e lernglale inforrnadion
cting [accept]

fou have e

Template Infomation
Deacriplion: Templabe for Alrcall Parts
Emtered By: Kate Wikitsn
Enlered On:  Jan 02, 201K
Autharized By:
Autharzed On:

Lagt Used On:

Beneficiary Bank Information
Creddil Capurating - 1

Receiving Bank Infommation
Bank ARA: OURAZTTHT

Bank Name/Addess:  Bank of OHo
Clewefard, OH

Debit Account Number: 123456758
Babit Accourt Name:  Test Account

Reftrences
Message to Reciplent.  S.abes Commission for Akcraft Pars
Message io Bank:
Reference to Reciplent:
Motity Recipiant By:
Nestificalion Namber:

= = |

» Note: Templates require secondary approval before they can be used to initiate the wire. The second user, with
approval rights on KeyNavigator, must approve the templates via the Authorize Templates function on the main Wire
tab. The second user can Cancel, Edit, Void or Authorize.

Template approval can also be completed via KeyNavigator Mobile.

If your organization only has a single user, you are not able to use templates due to the secondary approval
requirement. If you want to use templates, please contact your Payments Advisor regarding adding other users and
setting up secondary approvals.
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Using a Template to Create a Drawdown on KeyNavigator

After the template has been created and approved it can be used to initiate a drawdown. From the KeyNavigator home
page, click on Payables section and select Wires. Select Create Drawdown. On the left hand side of the screen, enter
the template number or select it from the template listing.

KeyNavigator® | KeyBank &~ £ sencecein (B MyPefle  Sgaon
e hi il Roportmg & Resoarch w Payoblos W Raconyabion W Fiig Sangoos W Cpotd Sorvpos W Sponaized Soneces W
Wires
Create Weire System Availability
Crmals Wi ¥ Weiow SyLiem 15 2901308 0N hank DU Ress BIYS ong
AR Virws aed Drreoeen BOXAN - P ET
Croalo Wie Torplaln 3
Etrees wires: 00PN - 11:06 PM ET
rsiben [ BT » I Facara Tan Payments BODAN - 490 FRET
Irfsenatiznal Wi Waius Doks Discinguie
Camabey Dome stic Drswdosn Tamoisie *
Type Yalus Dade
Crmale Hey Mutdumency Wi ¥ A S Datiary e Daie
= paican and Canadian CLmency Spae Curie = 1 Eant Eusness Oay
Croals Hey Mutoamancy W »
AT o Fosgagn £ umancy Send Dy « 3 k) Burnvess Doyt
Koy Muticrey Wine Yaius Dot Diacioaurs
Authorize el wermarnoas] parmerts denomicated in laeeign Cume oy are wittied Do 1eg o0 VIR GRS B detied CUTRRGY
ALiRarmn TrabSennn ¥ Thios W Do
CAD EUR NOH, 8K SE6 03N GER L4R CHF HUF SEY B ¢ 1 (B IN] Braress O
My ghorya emplaies El
JEY AlD, SG0 HAD, 82T
T sl cufaT i for Bppeoing o cwlgeeg pay TR B
YView HeyBaik

Tescte Lt .| -
Wire Siolus Ropot : :

Complete the fields in the
References section and click

WW'I Wﬂ'lllh i marves Corsur @ vy rona sign o8

Uadhbeara FEBOMInG & Risaanh v Piyadidhs v Hashivalias v Fil Sanacis v Card Saricas v SHOCIAITE Sefvices v Next -to proceed.
Create Demestic Drawdown from Templale Mlnlmum required f|e|ds are
| m— the Amount and the Date to
Benefciary Bank Information Transmit.
Mame: NesiSpieiean
Fompany: By Eonscliated s » Note: Key suggests that you
Fhans Numssr: 210.500.0903 . .
Crad Aceaime: Cpesing Accoar 00SOUONONOBHGRNSR 101 print and store a copy of wire
Fiperbring Bark eprmtion template details for phone
ARA Number: 141153350 v . .
e kg ot o, initiation in the event that users
et At Wmear: 1A are experiencing technical
P i difficulties preventing access to
Feterecees KeyNavigator.

Mamiam dn Razipant | oo Commessn b ArCan Fans

e age 10 Bank

Roatareman ta Resipans
[T BT M —

NOHREAISN NUMBr:
Amesnt: 0000

Daleto Tranemit: s v 2w || oo w

[~ = |
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Drawdowns

Click Accept to approve the template (or you can cancel or edit the instructions).

KE’NEWMWI Keyﬂankh 3 Sewice Center ® My Brofile

Dashboard Reporting & Research w Payables w Recairahles v Fila Sarvicas w Card Sarvices Specialzad Servicas v

Approve Domestic Drawdown from Template

You have ente . L
Pleas i3 [Accepl]
Beneficiary Bank Inferrnalion
Maiig:  Ned Spiedian
Company: Snarky Consoidated Indusines
Phone Mumben: 2166388123
Credit Apeounk  Operating Acoount 000000000 0HSEEAGEE | 101

Receiving Bank [nferrmation

Bank ABA:
Bank HamelAddress:

Dabit Account Mumber
Debit Account Name:

References
Meszage to Recipient:

183142383

Bank of Ohio
Cleveand, OH

GIO0054
TESTACCOUNT

Snles Commisaion Tor Arcraft Fans

Sign Off

Menzage to Bank:

Referanca b Reciplant:

Notify Reciplert By

Notification Murber:
ARYOURE  §1,000.00

Dabe to Tranemit:  Jan 02, 20X

I cance! it

After accepting the template, a confirmation screen will appear.
From the confirmation screen you can:

¢ Navigate to the Main Page

¢ Void or Delete

e Edit the template

e Create Another Template
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Drawdowns

After accepting the template, a confirmation screen will appear.

From the confirmation screen you can:

¢ Navigate to the Main Page
¢ Void or Delete

e Edit the template

e Create Another Template

KeyNavigator® | KeyBank &

Dashbaard Repaitng & Ragiarss W

Pyl W Racaraublis. W

Filss Sirvices W

@ Service Carlor

Cord Sarvicns W S pacaalized Saracas W

Darmestic Drawdown Canfifmaton

s e jo o

Status Information
Traecw 10:

Feapatiting Mt
Tempdabs Numbas
Facd. Raiurencs Number:
Siabus:

Ernernd By:

Entered On:

Aatharized By:
Authesized On:
Agthorized By:
Authorized Sm:

Beneficiary Bank Information
Mame:

COMpRITY

Phors Mumbss:

Credil Aecrunt:

Recwiving Bank information
Baric & BAT
Bl M i A 45!

Dt Acsount Numbe
Dbl Acoouni Mame:

References

Mezsage bo Reciphend:
Miidage 1o Bank:
Ralsrarcs o Reciplant:
Hotify Racipieni By:
Hotification Numbe::
Anouns:

Cabe b Tramsmit:

£2amm

T GA0EITD0111Y

214

wae

M FROCESE
o Sppbeiman
Jan 02, 20K

Ned Spsiedman

Spay Consaldaned nQUSTIES

208 4000121

Ot iy Aot DOC OO S S 53 G S 101

WA

R of LD
Cheesiand, OH

EIGING
TEST ACCOUNT

Zales Commisaion for dderalt Parts

51,0000
an 02, R

uin page

cnedle anoiet drradown

shabus veport

@ My Profile Sign OR
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Authorizing Transactions and Templates

Secondary authorization for KeyNavigator-initiated wires is based at the user level. Limits are set per account. You can
select secondary authorization for KeyNavigator wires by completing the Payment Authorization form. Contact your
Payments Advisor to set up wire entitlements.

KeyNavigator wires can require up to two additional approvals, after the wire is initiated, before funds are released.

Wires awaiting secondary approval will not be processed. They will be held in a queue, pending approval, until 5:30 p.m.
ET on the requested date of transmission. The Wire Department does not have the capability to release transfers that
have not been authorized by the second approver because these wires do not leave KeyNavigator.

Templates require a secondary approval before they are eligible for use. All templates must be approved by a second
user before they can be utilized. Templates require an additional approval because your company may set higher
approval limits for repetitive transactions.

Authorizing Wires

To approve wires, click on the Payments section and select Wires. Select Authorize Transactions.
Note that approval can also be completed via KeyNavigator Mobile.

KeyNavigator® | KeyBank & @ seviceComer (@) MyProse  Seaof
Dashboard Reporting & Ressarch v Payables v  Focervables v Filn Seraoes v pdl Sennces v Spacilipod Sances v
Wires
Create Wire System Availability
, Wire System i1 Ivalatie on BAME DukInest A3ye only

AN Wires ang Drawdowns.
Extences Weres

draidcrwr » Faderal Tax Paymants

N My Musticurrency Wire Walus Dabe Disclosare
Authorize Al FOBTRABORA] Py MenTs Denomased in 10/8g. CLmency ane Semed Dased on value GHes phr OERMeT Cumency

> ] Tipe Wl Date

AD. EURL NOK, D300 SEX. MXN. GSF. ZAR. CHF HUF Send &

+ 1 {Bank) Business Day
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Drawdowns

You can filter the transactions to search for specific wires. Click on Filter and enter the filter parameters. Click View.

From the Authorize Transactions screen you can select ALL via the check box at the top of the Authorize select/unselect
column or select an individual item by checking its box. Click Authorize Selected Payments.

KﬂyNﬂv‘g&tﬂl’o | Keyﬂank 01 @ Senvice Center @ My Profile Sign Off

Dashboard Reporting & Ressarch w Payables w Receivables v File Services v Card Services v Specislized Services v

Authorize Transactions

filer anfiler System Time: 246 PM ET
Authorize Trace ID Amount Currgncy Tene Banaficlary Beneficiary ABASWIFT Debit Account  Entersd On Entered  Transmit  Template Template Name
ma'“‘ L] ASCOUNT Namd ACCOUNT MU e By Date =]
0O 12541245781 750,000.00 ALD Intenational Austialian 123458789 AAMNALIZT  O0000000013138 Jan 0F 200K MALLARO 12702/20X 2188 ALID Vendor Tamplate
Beneficlary 246 PMET
|’_I $2334234511 1,000.00 USD Domesic Jim Rhoads 14545609 143152353 D00000GSSE0054 Jan 02, 200X MALLABO 12/04/20XX 1729 Tempiate for Monthly
296 PMET Budget Aliocation
0 92023423511 2,000.00 USD Domesic Jim Rhoads 14545600 143152353 0000006580054 Jan 02, 200X  SPIELME  12704/2000¢
246 PMET
| 14181845720 100000 USD Key Mulicurrency Jim Rhoads 14180136 AMDBINBBIND O000001 3720038 Jan 02, 20XK  SPIELNE  1204/200% 1115 Mublicurrency Templale
Wire 246 FMET

authorize selected payments

An Approval screen will display the selected items. Select Accept to continue or Cancel to stop the approval process.

m“aﬂgatorll Maﬂkh [§3 Service Cenler @- My Profile Sign Off

Dashboard ~ Reporting & Research v  Payables ¥ Recelvables  FileServices  Card Senvices v Spacialized Services v

Authorize Transactions Approval

Trace I Amount Currency Tvoe Baneficlary Account Name  Bemeficlary Account Number  ABA/Swilt Dehit Account Entared On Erferecd By Transmit Dab
12541 THO.000.00 USD International Australian Beneficlary 125456783 AAMINALIZY 00000000000000013138  Jan 02, 20X 246 PM EST  MALLABD  120a20xx
923811 100000  USD Domestic Jim Rnoads 14545009 143152383 GO000000000065050084  Jan 02, 200X 246 PM EST  MALLABO  12104720XX
923593 100000  USD Key Multicurrency Wi Jim Rhoads 14180135 ANDBINBBIND  00000013720038 Jan 02, PONK 246 PM EST  SPIELNE  12/04/20KX
023512 20M000  USD Domestic Jien Rncads 14545609 143152353 000000D00000GSEE005Y  Jan 02, 202X 246 PM EST  SPIELNE  12004/20X%

If you selected Accept, a Confirmation screen will report the status of the authorized transactions. In this example the
highlighted transaction must be approved by a third user before the wire will release.

KeyNavigator® ‘ KeyBank o= [& Sarvice Cenlar ® My Profila Sign Off
Dashixoard Reparting & Research v Payables v Raceivables v Fila Servicas W Card Sarvices W Spacialized Servicas v

Authorize Transaetiens Confirmation

L2 W FONe wire ransacsions coukd nol be prooessen Pace mouse over con(s) i see detied

am
Trace iD  Amount Currency Tene eficlary Ac i Hame ary A ABASwiit DebH Account Entered Om Eniered By
13541 TH0000.00 USD inernatonai French Gompany JBaaTHET AMADFRF O0OOB00000000G013138  Jan 62, 206X 246 FW EST  USERID
923511 100000 USD Domestic Domestic Company S2RITAB20 04 00008 O0OOA0000000GEEB005  Jan 02, 200X 146 FMEST  USERID
923512 200000 USD Domastic Domastic Company JaETANIT 047000308 0000A000000065380054  Jan 02, Z0XX 2:46 PMEST ?n‘_d;mm -
S2I513 1000 USD ey Multicurrency Wine 14180136 ANDEINBBIND  OGOG013 720034 Jan 02, 20Mx P46 FWEST  USERID

m wire stafus repedt
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Drawdowns

Approving Templates

To approve templates, click on the Payables section and select Wires. Select Authorize Templates.
» Note: Approval can also be completed via KeyNavigator Mobile.

Click on the template number you wish to approve. View the details.

Select Authorize. A Confirmation screen will display the template with the status of Authorized.

Viewing the Template Listing — Edit, Delete, Approve

To view a list of templates, click on the Payables section and select Wires. Select Template Listing under the View
section of the Wire main page. If needed, apply a filter to locate a specific template. Click on a template number to
review the details.

KeyNavigator® | KeyBank <= @ sevcoConter | (@) Myduome  Sgoom
Dashboesd Reposting & Ressarch  Payablas v Recerratles v File Sanices v “ped Senvces v Specalizod Sarvices
Wires
Create Wire System Availability
Croals Wire > Wire System is available on bank business days onky
AN WITeS and Drawacens: GUDAM - GE0FM ET
Create Wire Template b
Extencied Wires: 600 FM - 1100 P ET
Create Drawdown > Faderal Tax Payments: GOOAM - SEOPM ET
Intemational Wire Valus Date Diszlosure
Create Domestc Drawdown Tomplate >
Type Walus Date
Greata Key Mubcumency Ve > A US Dollars Send Date
Wieican and Canadian Cumency Send Date » 1 (Banik} Buseess Day
Creata Key Mubicumency Wie Templaie >
Ak piver Foreign Currency Send Daie « 2 (Bami) Busoess Days
Ky Mutticarrency Wire Value Date Diszlosure
Authorize Al Memasonal paymants denominaied in Toreipn curency ane settiec Based on YaIE GRS DeT OFSNED CUTENCY
Aulnoriza Transackons + Tpe Wilin Daty
CAD. EUR. NOK, D#( SEK. MXN, GBF. ZAR, CHF, #UF Send date + 1 {Bank) Business Day
Autharies Templites ¥
SPY AUD, SGD. HKD. NZD Hend e + 2 (Bank) Busineds Days
Tra daiy CUt-0 1ime i ARRAIVng YOuT Cgoing payTenTs 300 pm ET 12,00 pm PT
View KeyBank
ol | "

Wire Transfer User Guide | 45



Drawdowns

From the detailed template screen, you can:

Edit
Make changes and click Next. Accept the changes on the review screen. A Confirmation screen will display the template
with the status of Authorization Required. Any edits made to existing templates requires a secondary approval.

Void
Click Void to Delete a template from the listing. To complete the void click Accept, the confirmation screen will show a
status of Void. To cancel deleting the template click Cancel.

Authorize
After you click Authorize you will receive a Confirmation screen with a status of Authorized.

Kq!lhulgator"l KeyBank &=x B SenicoConter (@) MyFwsb  SignOf

Doashioard Reperting & Reseanch » Payabies Reogena s v File: Services v Card Sanices v Specidzad Servicas v

Tempilate Listing

S Tima: 4 FREF

Teerpilain Humber Demorintion Teow Bzount Sl [Eopaiiive Humber
113 Templale for Womily Budged d=-aton Intemai VI Auhorization Reqeied 124124
128913 Templale for Aroslt Engines Infemal 104 D02 Woid 143102
AT Templaie for Mroalt Pats Camestic STEIEE Surinorioe 1433
1570 Templaie for krosit Engines Infemaiioral TR srinoriped 144403
MTA Trm|'||r|||- frwr H'rllryparrrri Draveriowr A1 5GA83 Wil a7
BT
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Reporting

KeyNavigator Status Report

The KeyNavigator Status Report provides the status of all wires, drawdowns, etc. initiated via KeyNavigator. Batch and
phone-initiated wires do not appear in this report. The KeyNavigator Status Report retains information for 12 months.

» Note: This report does not auto-refresh. You need to click Refresh to obtain the most current information.

To view the Status Report, click on the Payables section and select Wires. Under the View section, select the Wire
Status Report. The current status report will be displayed.

B Servics Contor @ My Prosie Sagn ON

KeyNavigator® | KeyBank O~

3 & Rosparch v Pavabbes oo ibins v Filty Sarvcng v ard Sorvces W Specalized Servces v
‘Wire System Avallability
» Wire Sytem s 3vaikable on Dank business days only
AN Wires and Drawdowns G600 AM - 600 P ET
mate Wire Temp >
Extenges Wires .00 PMA - 11 1
Drawdown > Federal Tax Payments 600 AM - 400 PM ET
Internanonal Wire value Date Dischosure
Domesc AT i h >
Tipe Vakia Date
a2 Koy M » Ar e #
I A naal Semd Bana) B W Jay
e Kary h Temy N >
AR omer Foresgn Cure Send Da Bara) Business Days
Authorize
Aulhorize Transacs
Authonze Ternglates
View

If needed, apply a Filter if you are looking for a specific wire. After selecting Filter you can filter based on:

e Trace ID

e Key Transaction Reference

e Account number

e Type (domestic, international, etc.)

e Amount range
e Created by
e Approved by

e Status (In Process, sent, etc.)
e Entered Date

e Transmit Date

e Currencies
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Reporting

Incoming/Outgoing Wire Activity Report on KeyNavigator

The Incoming/Outgoing Wire Activity Report provides information for all incoming wires and all wires initiated via
KeyNavigator, phone, or batch wire.

To view the Incoming/Outgoing Wire Activity Report, click on the Payables section and select Wires. Under the
view section, select Incoming/Outgoing Wire Activity Report. The current report will be displayed and is able to
be downloaded.

» Note: This report does not auto-refresh. You must click Refresh to obtain the most current information.
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Reporting

If needed, apply a Filter if you are looking for a specific wire. After selecting Filter you can filter based on:
e Account Number

e Date(s)

e Type Code

e Transaction types
— Debits or Credits
— Dollar Amount or Range
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Additional Reporting and Message Center

In the KeyNavigator Reporting and Research section, you can select Information Reporting to display additional
data. To learn more, please refer to the Information Reporting User Guide or contact your Payments Advisor.

In addition to standard reporting, get the wire alerts and notifications you need with KeyNavigator Message Center. Our
highly customized alerts allow you to receive email, SMS/Text messages, or both to alert you to wire activity such as:

¢ Incoming Wire Received

e Outgoing Wire Requiring Authorization

e Outgoing Wire Sent

e Outgoing Wire Voided

e Pre-Cutoff — Wires Requiring Authorization
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Batch Wire File

Batch wire initiation allows for the sending of a file via direct transmission or through uploading via web-based file
transfer on KeyNavigator. You can consolidate wire transfer requests into a single, standardized batch wire format.
Batches can contain multiple wire types including domestic, international, internal, and drawdowns. Wires can be
repetitive or non-repetitive.

Transmission channels are available 24 hours a day; files, however, must be transmitted prior to 5:30 p.m. ET to ensure
same-day processing. Remember that there are multiple required regulatory reviews (OFAC, AML, etc.) that wires must
pass before they are released.

Please consult the Transmission Toolkit for details on the batch wire file format specifications.

If you are currently using the batch wire transmission process, Key highly recommends you maintain access to
KeyNavigator and/or phone PINS as an industry best practice.
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Standing Transfer Orders

Standing Transfer Orders (STO) will allow you to specify that funds should be transferred according to your pre-specified
parameters. You may select frequency (daily, monthly, etc.) or balance related parameters (entire balance, fixed amount,
excess of a target, etc.). Unless otherwise specified, STOs are released at approximately 8:30 a.m. ET. The instructions
remain in effect until changed or cancelled.

If you are interested in establishing a Standing Order Transfer, please contact your Payments Advisor.

Changes to existing STO’s can be accomplished by fax or scan, on company letterhead, with the signature of the
original authorizer. Please submit STO changes via email to Wire Transfer Database@keybank.com or by fax at
1-866-637-9287.

KeyBank O—x.
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