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How to Log In To Online Lockbox

1. Open an Internet Explorer browser
2. Navigate to Navigate to https://lockbox.cobnks.com/

3. screen loads...

Client Access
User Name: |

Password:

The Members Hub Overview Screen - Contains the navigation menu, today’s lockbox activities and the
message queue. The below section describes each of these areas.

The Navigation Menu

e The navigation menu is located on the left side of the screen. All menu items (except Members
Hub and Logout) have sub-menus which are described later in this document.

e If you navigate away from the Members Hub Overview screen, simply click the Members Hub
from the navigation menu to return to the overview screen.

e C(Click Logout from the navigation menu to end your session.

. Overview

Lockbox Activities
rodsys activities ______Joets ]}
Amount Processed: 5245,839.65
Accepts:
Current Exceptions:

Message Queve You have 3 new messages.

The Lockbox Activities Section - Displays today’s transaction totals. As each transaction batch is
completed, data and images are posted for your review, and the totals within this section are updated.

e Amount Processed - Is the total dollar amount of all accepted checks. Click on the amount to
view details about the accepted transactions. Viewing accepts is described later in this
document.

o Accepts — Is the total number of remit transactions processed today. Click on the number to
view details about the accepted transactions. Viewing accepts is described later in this
document.
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Overview

Members Hub

Lockbox Activities
[Todsy's Activities _______Josta |
Amount Processed: 5245,839.65
Accepts:

Current Exceptions:

Message Queue You have 3 new messages.

: T e
The Message Queue — Displays important messages pertaining to your lockbox. Click on the subject to
read the message. The Message Queue is described later in this document.

Overview

Members Hub

Lockbox Activities

osaysactivts —— losts ]
Amount Processed: $245,839.65
Accepts: 38

Current Exceptions:

M.

ge Queve # You have 3 new messages.

Accepted Transactions - Describes how to view the detail surrounding accepted transactions.

1. Accepted transactions have been processed according to your specifications and will be
deposited to the designated bank account. From the Members Hub Overview screen, perform
one of the following:

a. From the Lockbox Activities section, click on the Amount Processed.
b. From the Lockbox Activities section, click on the Number of Accepts.
c. From the left Navigation Menu, click Lockbox Tools. Then click Accepts.

-
Overview
Members Hub
. Mesnbers Hub o
= Lockbox Tools <d— Lockbox Activities
» Inelbes ranarhs e T
Amount Processed: S245,830,.65 Mf—m—

Accepts: L —
Current Exceplions: 11

Message Queve You have 3 new messages.

From ___________Subject ______________________________________ [Received |

2. From the Accepts screen, you can view summary information on the payments set for deposit,
including:
Entity Name, Lockbox Number, Payor’s Account ID
e Voucher Amount, Check Amount, Payor’s Bank Account Number, Route Transit Number
e Due Date, Process Date
e Check DIN (RE: Glossary) and Voucher DIN
NOTE: A sort can be performed by clicking on any of the column headers.

3. Click & to view transaction detail including:
a. Images of the front and back of the check —or — images of the front and back of the
voucher.
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b. The first time you click the magnifying glass, you may be prompted to install the Active X
control. If you do not have administrative rights you will see little red x’s wherever the
images should be displayed.

Accepts

Lockbox Tools »_Accopts

Payor's Bank

[Route Process [Check  [Vouch
[Transit IDate N N

= B84500  §45.00 020008431 21905977 01A0/07 DS/0707 40051094 50083509 ©
@ Sg:‘f;‘ 16444 078 §845.00  §B00.00 020008431 21805977 01A0/07 0K/0707 40051895 50083500
@ Sj:fi” 18444 o7 845,00 §1,690.00 020008431 2808877 01007 0BNTIOT 40061808 0083802 |
@ E”:\”;"‘ 18444 07D §845.00 31,690.00 020008431 21808877 | 01/10i07 0810707 40051896 60033603 |
@ foden ygey  o7e 584500 %1,500.00 020008431 21806977 011007 US/0707 40051897 50083605 |
@y 20N hgads orF 845,00 51,500,00 020008431 21808977 01A0/07 0807407 40081887 50083606 |
@[T teaas 0308 985,00 $2,060,00 020008431 20808877 01/0/07 0S/0707 40081898 50083608 §
@ m":“’ 1844 0306 §1,075.00 §2,080.00 020008431 ate0sa77 01007 D877 40061808 S0ssece |
@ m":””' 18444 0304 §1,20426  §294.26 020008431 1805877 010D OSOTMO7 40051888 50083611 |
@y dﬁ"f”‘” 18444 034 §1,284.26 %1,000,00 020008431 21808877 0110107 DS/OT07 40051800 50083611 |
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L frst L previous L next R last _J

4. From the Accepted Transaction Detail screen:
a. You can display the check and voucher, front and back by choosing the corresponding
radio buttons .
i. You have the option of viewing one image or two images at a time by choosing
the corresponding radio buttons ®

b. You canzoom in or zoom out on the image by clicking or&l. You can print the image

by cIicking@l. You can access the previous or next transaction by clicking ~lor=

How to Perform a Lockbox Search - Search for transactions by using Lockbox Search. This section

[Accepted Transactions || @ crcok Cvoucrer | Rt CBack | C onelmage @ Toro tnages EIEVEY =
o [EE = h—
pEayars ActtiD ; UI Kiik Technolo ia.! Cor, I
y 01-89 505977213
e D o g P 2758 Q
Spring Valtey, NY 10977 20
i et VOID-TEST CHECKS ONLY B — /-
$845.00 Ty o the ﬁ
Chedergf. Gopldio T ncla 185500
DDA A/JM
123456798 L Doltars B =22
Due Date gw&qﬂsm"{i BANK VOID NON-NEGOTIABLE
01510507 SUFFERN, MY, 10901
/‘5 (\.!'M 5
Check Amount T fNY ) -
$45.00 2 : = o
- 110219058771 O20«008L3mir "0 L5004
Payor's Bank Acct No. N ¢758 ,'000000L500+
020008431
Route Transit
(o @ & o
27905977 check & voucher | Front " Back @ SI
Check Number =
2758 ABC MANAGEMENT COMPANY !
1234 Main Sireet ]
Process Date Anytown, USA 12345 [ AmouncDue | E5® |
_ﬁmv nt No. _VLmB €
05107107 MR CRG GOLDEN PONDS LLC, g
Check DIN
40051894
Youcher DIN Please Return Payment. To: ] C Name
50083599 . ki i
Lockbox NEWARK  NIOTIOISH44 UARECPAIOD.
19444 CITY ABCDE  NY 10044
001221230370200002 O 090104 00A4500 002 b

describes the steps to perform a lockbox search.
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a. From ‘Type’ drop down list choose Accepts, Current Exceptions or Processed
Exceptions to narrow your search. NOTE: If you do not make a selection from ‘Type’,
your search will include all transactions types.

b. Enter a Lockbox Number.

c. Enter a Payor’s Account ID

d. Enter a Voucher Amount

e. Entera DDA

f. Enter a Due Date range, i.e., 5/15/07 to 5/16/07

g. Enter a Check Din

h. Enter a number of Results per Page. The default is 10 results displayed per page.

i. From ‘Entity’ choose one of the listed entities. This will narrow down your search to
that entity. NOTE: If you do not make a selection from ‘Entity’, your search will include
all transactions from all Entities.

j. Enter a Payor’s Bank Account Number

k. Enter a Check Amount Range, i.e., 500.00 to 600.00.

|. Enter a Check Number

m. Enter a Process Date range, i.e., 5/15/07 to 5/16/07

n. Enter a Voucher Din

0. Enter a number of Maximum Results. The default is 200 results.

@ NOTE: If you complete more than one of the above, the Lockbox Search will display only those
that match all the search criteria entered.

Lockbox Search

Lockbox Tools > Lockbox Search

* Lockbox Tools Lockbox Search | Advanced Search
T Type: choose =
Lockbox Number: ] Entity: |ehoese... | =)
Peporsacm: [ ] PoorsBemkaccts: [ ]
poa: ] Check Number: [ ]
Due Date: [ B [ -] Process Date: [ &3 = 3
R —

Check DIN: ] Voucher DIN:

Results per Pages 10 Maxirmum Resutts: lz00

3. Your search results will display.
4, Click @to view the details of a transaction.

Lockbox Search

Lockbox fooks > Lockbax Search

Lockbox Search | Avanced Search
Type: chanse ~ Entmy: |c hoass.. -
Lockbax Number | ] Payor's Bank Accl I B
Fayor's Acct I | Chack Amaunt: |G A T
Voucher Amavet: [ | Check Number:
poA: | Process Dals I w[ ]
Due Dabe | I | Vaucher DIN:
Check DIN: Masximnam Resulls. [
e E— L ot ]

Search Hesuit

1 pekbax Number |Payor's Acct B [Check Amount [Check Number [Duc Dute Process Date [AcceptRaject

@ Hudson Tarraces 12444 $525.00 491 Q40507 CL0S0T *
‘\ﬁ Galden Pands 19444 158 £500.00 ZTEA DIMONT CENANT L
@ Hargour Hils 19444 ELTE £525.00 ET42 0117 05407 L g
@ Pinwheel 51 13444 18 £500.00 73301007 051407 L
@. Huidson Tarraces 19444 S04 BH00.00 P21 DINANT  BAAATT +
@ Grand Apariments 13444 T2 $555.00 E135 011007 051407 X
Fage 1011 Showngi-Gofs

L et L previons Jinext QL last ]
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5. From the Search Results Detail screen you can view the following:

a. Images of the front and back of the check.
b. Images of the front and back of the voucher.
c. Transaction status

d. Payor’s Account ID

e. Voucher Amount

f. DDA

g. Due Date

h. Check Amount

i. Payor’s Bank Account Number

j. Route Transit

k. Check Number

I.  Process Date

m. Check DIN

n. Voucher DIN

0. Lockbox

p. Disposition Updated By

g. Time Last Updated

=

-
a https://www.klik.com - View Search Transaction Detail - Microsoft Internet Explorer

- ~
Search Results Detail ®check Ovoucher | @®Front OBack | Oonemage @ TwoImages @I SI
2_lotle ]I
Transaction Status ??@' il ndibdiaE O3
echnologies Corp 0199 sosavzie
] accept | 4 M Steet vm:” i 2754 Q
rin 3
Payor's Acct ID VBIBTEST CHEGKS ONLY 20
158 )
fothe .f
Voucher Amount @}f for .{W—v ﬂ-&eﬁd 1 $ . 500.00
$845.00 - 7&’“‘
DDA ;?f/m_y brt— Dottars B B
123456798 UNION STATE BANK VOID NON-NEGOTIABLE
TRy SUFFERR, N Y. 10801 i
171072007 I V@ i )
Go -
Check Amount - s ===
ss0000 | W\ #O 2190557712 020w008L3wdr 2754 00000500004 )
Payor's Bank Acct No_ O
020008431
Route Transit Ocheck @voucher | @Front Opack al
21905977 — =
Check Number
2754 ABC MANAGEMENT COMPANY 4
1234 Main Street [ Dae ] E
Process Date Anytown, USA 12345 [ AmountDuc [ 8500 1|1
€
SEAT2007, MAKE CHECK GOLDEN PONDS LLC, :
Check DIN :
40051915 i
MaEn oI, . Ficase Return Payment To: 10 Name ]
50083520 | GOLDEN PONDS LLC, —
L ;;{2{:; i NI OTI01-0444 ANNABELLE WILCOX
158 VILLAGE GREEN
!944-4 CITY ABCDE NY 10844
Disposition Updated By
TS T 001221231350200004 0 090104 DOBYSO0 004 2
b ~
&] Done 3 8 nternet

How to Perform an Advanced Lockbox Search - Advanced Lockbox Search allows the user to expand on
the Lockbox Search capabilities. Some features of Advanced Lockbox Search are:

e The ability to add logical operators to a search, i.e., greater than, less than, equal to, starts with
and contains.

e The ability to save searches and run them again at a later time.

e The ability to schedule searches.

e The ability to notify the user via e-mail when results to a daily search are found.
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How to Run a One Time Query
1. From the left navigation menu, click Lockbox Tools. Then click Lockbox Search. Then click

Advanced Search.
Lockbox Search

Lockbox Tools > Lockbox Search

» Members Hub .
» Lockbox Tools - Lockbox Search | Advanced Search

» lockbox ticker
Lockbox Number:

» accepts L 1 PayorspamkAcety: [ |

» Member Maintenance Process Date: [ e[ ]
» Message Queue Due Date: [ | Veucher DIN:

» Change Passwaord i ]
» Customer Care Check DIN: Results: 200

|

2. From the Advanced Search screen, click New.
Advanced Search

I Lockbox Tools > Advanced Search

» Members Hub
w Lackbox Toals Query List
» lockbox reporis Please Select a Query v Mew Process Date Advanced Search Instructions
» lockbox ticker
» accepis
» current exceptions
» lockbox search

» Transmissions

» Member Maintenance
» Message Queue

» Change Password

» Customer Care

» Logout

3. Process Date field, enter the process date for the transaction you wish to find, i.e., 5/14/07.
a. If you leave the Process Date field blank, the results will include transactions processed
on any date.
Field drop down list, choose the field you wish to search by, i.e., check amount.
Operator drop down list, choose the appropriate selection for your search, i.e., greater than.
Value field, enter the value of your search, i.e., 1000.00.
If you wish to add additional parameters to your search, click the Add button.
a. To remove parameters, click the Remove button to the right of the parameter you wish
to remove.
8. Click Run.

Advanced Search

Nouwvas

1 L Lockbox Tools > Advanced Search

Members Hub
w Lackbox Toals Query List
» lockbox reporis Please Select a Query v Mew Process Date |5/14/2007 Advanced Search Instructions

w lackbox ticker
New Query

» accepts

» current exceptions Field Operator Value
 lockbox search |Check Amount Vl |Greaterthan‘ V‘ |WUUU.UU\ | Add Remove
» Transmissions
» Member Maintenance Query N | | |
» Message Queue ¥
» Change Password [ Do you want this query to run daily? If so, please fill out the email address below.

» Customer Care Emai Address 1
» Logout
Rin )

9. The results of your query will display.

10. Click @to view the details of a transaction.

How to Create a Query for Future Use

1. Repeat Steps 1-8 from the How to Run a One Time Query section above.
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2. Inthe Query Name field, enter a name for your query.
3. For a query to run each evening, check the box and enter an e-mail address in the E-mail
Address field.
a. A notification will be sent to the e-mail address entered if one or more results are
found.
b. If you do not wish to run the query each evening, skip to Step 4.
4. Click Save.

Advanced Search

Lockbox Tools > Advanced Search

©» Members Hub
» Lockbox Taols Query List
» lockbox reporis [Please Select 2 Query ~|[Hew ] Process pate [5114/2007 Advanced Search Instructions
» lockbox ticker
» accepts New Query
» current exceptions Field Operator Value
» lockbox search ‘ Check Amount V‘ ‘ Greater than Vl ‘1000.00 ‘ [ Add | [ Remove |
» Transmissions
» Member Maintenance Query Name [Check Amount Greater Thank §1000.00] | —
» Message Queue
» Change Password —.D Do you want this query to run daily? If so, please fill out the email address below.
» Logout
=P sae

5. The saved query now appears on the Query List drop down.
Advanced Search

Lockbox Tools > Advanced Search

 Members Hub
» Lockbox Tools Query List

» lockbox reporis Please Select a Query v Mew Process Date |5/14/2007 Advanced Search Instructions

 lockbox ticker Please Select a Query

" accepts Check Amount > $500.00
» current exceptions Checks Greater Than 51000 Test B S
» lockbox search TF greater than 6K

Xiao Test

» Transmissions

» Member Maintenance
» Message Queus

» Change Password

» Customer Care

» Logout

Xiao Test 2
Xiao Test 3

How to Run a Saved Query
1. From the left navigation menu, click Lockbox Tools. Then click Lockbox Search. Then click
Advanced Search.

2. From the Query List drop down, choose the query you wish to run. Click Run. Query results will
display.

Advanced Search

L Lockbox Taols > Advanced Search
» Members Hub ) *
» Lockbox Tools s Query List

» lockbox reports ‘ Checks Greater Than $1000 Test Vl MNew Process Date |5/14/2007 Advanced Search Instructions

» lockbox ticker
Existed Query
» accepis

w current exceptions Field Operator Value
 lockbox search = |Check Amount vl ‘ Greater than v‘ ‘1000.00 | [ Add ] [ Remove |
» Transmissions
» Member Mamntenance Query Name ‘Checka Greater Than 51000 Test |
» Message Queue
» Change Password [ Do you want this query to run daily? If so, please fill out the email address below.

Customer Care

. S ——
» Logout
Run Delete

3. Click ®to view the details of a transaction.

How to Delete an Existing Query
1. Repeat Steps 1-3 from the How to Run a Saved Query section above. Click the Delete button.
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Query List

| Checks Greater Than §1000 Test v| [ New | Process Date [5/15/2007

Advanced Search Instructions

Existed Query

| [ Add ] [Remo\fe

Field Operator Value
|Check Armount v| |Greaterthan v| |1[][][]_00
Query Name |Checks Greater Than $1000 Test

Email Address | |

[ Save ][ Run ][ Delete ]"—

D Do you want this query to run daily? If so, please fill out the email address below.

@ NOTE: Advanced Search instructions can be accessed from Lockbox Tools. Click Lockbox Tools,

Lockbox Search, Advanced Search, Advanced Search Instructions.
display.
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Lockbox Reports - Users may view and print various standard reports that provide a detailed summary
of processed remittances. The below section will describe how to view these reports.
1. From the left navigation menu, click Lockbox Tools. Then click Lockbox Reports.

Lockbox Reports You-have-the-
s option-to-view-

Available Repors

= tsacben Tacht 2011 Buseh Dot Rpgent ’ N— the-report-

. 4071 Baech Surmmary Regent Leschizeza 484 ik Real Estaia Mori ¥ ¥

411 Ciady al directly-on-
11 BB S oort Brocess Date Brazoid | B
011 DO Eraty YOUrscreen-or-
2071 Entdy Swmemary
Batch Detad « Remit Station e — 44— downloadto-
Enbity List
KNP Astnve Payrment Repen
KHP inactrve deounts Raport your-

o KNP Ragomng Payrant Schaduis SaleCt Fils Fomat: | PDF L

: ; . ) computer.

e «—— |
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2. When you select Lockbox Report the Report Viewer will launch.

Lockbox Reports

= You-can-

ST Bich Dodnd Mot
- ik

o it . Hhad s Bt Eotmg Mg+ download-

the-reports-
in-a-variety-
of file-

- formats.q

3. From the Lockbox Report Viewer screen:
a. Choose a Report Name. Reports options will vary depending on products you subscribe
to and any custom reports that may have been developed per your request.
b. Choose the Lockbox you wish to query. Enter a Report Date and click View Report.
The report will display in the Results tab.

ljlntkhnx Report ¥iewer - 2009 Batch Detail Report ] 5

Selection  Results |

First |Hwbm| Mext | Last | Frint |mem|2mm0wlﬁmmh‘mmﬁwm4 %@II mh

ID

Process Date:08/12/2008 Batch Detall Report Report Date: D&12/09
Batch #; 501224 Klik Real Estate Mgmt :mej?‘:;'ﬂ4PM
Sear 10 408 (194494) age: 1 of

oDA gequence Amount St Amourt Check Check Check
Tonant Nurmber Humber Dus _ Date ipplind BT Manber P

a2 T 56 300,
a2 2 @

g
H
s
2

e
£
ws
.

4
rEERZzaz
ge
EEESET
.
I
ZZEEgEEy
EEianE

EeeEEEEEEEEE
EREESESEER

FEEE b

22 [

s e

- -

..”
seses
2
£

ElEEEEEEEEEEEEEEEEEEEEE B R R ]

e
2
8

5]
BT
2
8

= 45
i

e
2
£

s

45 .

B S0+ 20
Tatals for Batch: $35,519.50 $30,422.75 .
BED Remitiance creck Transaction Count:40
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