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First Merchants values keeping your information safe and providing efficient service delivery, so we
maintain multiple Lockbox operations across our markets, making your transactions accessible through a
highly secure online platform.

This guide will show you how to use our Secure Lockbox platform!

GENERAL INFORMATION
Accessing the System
Users with Business Online Banking Access

To access Business Online Receivables via Business Online Banking, navigate to the Services tab. You
will see a Lockbox Services tile under Deposit Services.

Click on the Lockbox Services tile and you will be navigated directly into the Business Online
Receivables Lockbox platform.
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Users with Direct Access to Business Online Receivables

Users who do not have access to Business Online Banking will be assigned Direct Login access and will
be directed to the Business Online Receivables Lockbox platform upon log-in.

1. Goto FirstMerchants.com

2. Select Login and choose Lockbox Services

LOGIN
&

I Select Account Type to Log In

W

Lockbox Services
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3. Select Business Online Receivables Platform - Login

Chicago, Indiana & Ohio:

= Your login for the Business Online Receivables Platform - log in here

4. Select Continue

5. Enteryour Login Credentials
- Login Name and Password

6. Select Sign In

7. Retrieve the Multi-Factor Authentication Code sent to your email or mobile phone and enter it on
the login page to complete the sign-in

LOCKBOX DASHBOARD

1. Afterlogging in, the Home Page is a Dashboard with a summary of each day’s deposits. Below is an
example of the dashboard where only check payments exist for the selected organization.

R0) First Merchants.  oniine Aeceivables

= . Dashboard
Date range: Busnass ut
Ly = iy
= v =
Todal Payments Amount Receved
& Archive:
122 $844,664.61
I Reports
Check ACH Card Wire Other
i $192,607.26 £0.00 $0.00 $0.00 $652,057.35
& Nesficatioes
Payment Volume by Type Payment Amount by Type
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2. Change the Date Range by selecting Date Range drop down.

Dashboard
Date range d.ls-ne-ss unit
Last year A] v%ma‘
Current day
Amount Received
Frevious day '1 22 $844,664 '61
Last week
s ACH Card Wire Other
$0.00 $0.00 $0.00 $£652,057.356
+ Lastysar
Gaion Payment Amount by Type

Restore detalt

B - Prar B e, §1008
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Lagites, 114

3. Dashboard will automatically update after the dates are selected. If multiple dates were filtered, the
data for those dates are combined as one total set of results on the Dashboard.

Total Payments Amount Received

122 $844,664.61

Check ACH Card Wire Other
$192,607.26 $0.00 $0.00 $0.00 $652,057.35

4. Payment by Deposit Account widget displays the total deposit amount per deposit account, sorted
from the lowest last 4 of DDA number to last 4 of DDA number on the right side of widget.

Payment by Deposit Account
1012, 708K #0712, 450
4327, 388K 8070, 480K
B7ED, 178.98K
Woizz B
W0z Bz
MEeves @ 7es0
[ E=ol BTN
Mootz Moot
TED0. ST8.00K
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LOCKBOX ADMINISTRATION
User Setup for Single Sign-On through Online Banking

Before completing these steps, ensure the user has been set up in the Online Banking platform. Refer to
the User Management Guide for instructions on adding a user to Online Banking.

To add the Lockbox Services tile for Administrators and Users, select the Admin Tools tab at the top of
the page and then select User Roles.

You can either create a new role or edit an existing role. You will then be directed to the Features page.
Refer to the User Role Management Guide for additional information.

On the Features page, scroll to the Custom Features section and follow the appropriate steps below
based on the permissions being assigned.

Administrator

1. Enable the R360Plus Admin User toggle to grant Administrator access and display the Lockbox
Services tile.

EUSTE W FEATIRF

ﬂ FOARIPae animn Ut & ) R ey

2. Click Save
3. The user will be automatically created and set up in R360Plus.
End User

1. Enable the R360Plus End User toggle to grant End User access and display the Lockbox Services tile.
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2. Click Save
3. The user will be automatically created and set up on R360Plus.
Users with Access to Multiple Organizations

After a user has been set up in the Online Banking platform, the user must be entitled to each
Business Online Receivables organization they require access to.

The user must click the Lockbox Services tile to establish their connection to Business Online
Receivables Lockbox Services.

Once the user profile has been created in Business Online Receivables, an Administrator must access
the Business Online Receivables platform and assign the appropriate organization entitlements.

. Mnizations for which they have been granted permissions.

M Dashboand

& General O user Access @ Teams & Permissions

& rDrve

User Access
& Archive
Sebect oarizations 1o add user o
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| » il BUSIREIZ UNT G
€ Back ] Cancel m
6
User Setup
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1. Click on Admin on the far-left menu. The Organizations tab display.

Corporation First Merchants Demo Box

First
FM L ] -

Merchants. . Orgamzahons
A Dashboard Manage the levels of your business and member access
& rDrive Organization Details | Users (0)
& Archive Manage: First Merchants Demo Box

Carporation

[# Reports

ID: 16612326-110b-4629-2a68-0094668d8d5a

m Sub-level organizations (8)

Each organization acts as a level of your business, Thay are used to create different access levels for members,

Business unit First Merchants Demo Box >

Business unit.  KEYING DO NOT USE 9992 >

Business unit Keying Multi Group 1 dda DO NOT USE 9997 »
Business unit  Multi Grp Batch 1 dda DO NOT USE 9996 >
Businessunit. No Scanline HOA DO NOT USE 9993 »
Businessunit  Retail DO NOT USE 9991 >

Business unit  Scanline HOA Do Not Use 9995 >

Business unit. WHOLESALE DO NO USE 9990 >

2. Select Users tab to create a new User. Click on Add User.

i b v Doy v

o
Crpangation Dulads U O

Manage: First Mescharits Demo Box
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Q@ ) Add user

Uiser = Bl # Phoms nursber 1+ Trarms + Sastus ¢

3. The Add|Uger screen displays.
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Add User
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4. Enterthe User’s:
First name
Last name
Phone number (required for multi-factor authentication (MFA)
Email address (this will serve as the username and is the unique user identifier). An email
address can only be used once in the entire application.

5. Click Next.

6. The User Access tab displays.

P

Add User

& Cenenal & User Access (@ Tomrs & Permissioes
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corce | [0
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7. Checkthe box in front of each organization that a user should have access to. Use the down arrow to
view lower-level organizations where needed.

NOTE: When organization access is changed for an existing user, the changes are automatically applied
across all user access (reports, archive, notifications, etc.). If the user once had access to an organization,
the user will no longer see any of that organization’s information nor will any scheduled reports or
notifications for that user trigger for any organization that was removed for the user.

8. Click Next.
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9. The Teams & Permissions tab displays. Select the Teams that the user should have access to. More
than one team can be selected. Click Add User.

AddUser
& General & user Azcess .k Teams & Permissions
[m] e Maragmeens Tasm
D s e e

Field Details

Archive User Team Provides access to the Archive section, including the ability to search
and view transactions.

CDM User Team Provides access to the CDM Exceptions page and processing actions.

Dashboard User Team Provides access to the Dashboard page and the ability to interact
with the Dashboard page and the use of the org selector and title bar
functions.

Extract User Team Provides access to the Extracts pane of the Reports & Extract page as
long as the user also has access to the Report User Team. This will allow
users to schedule and generate extracts.

Monitoring User Team Provides the ability to use the Monitoring Page.

rDrive Provides access to the rDrive section which allows a user to view
imported files.

Report User Team Provides access to the Reports section.

User Management Team Provides access to the Users tab of the Admin | Organization section.

First Merchants 866.833.0050 Option 2 FDIC @

Helping you prosper FUORS




MODIFY USERS

An existing user can be updated to change the access level or identifying information. Email addresses
cannot be updated.

1. Under Admin select the Users tab. Click the pencil icon on the row of the user you want to modify.

Firwi Marzbarsn Do o
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P
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2. The Edit User Screen will display. The First Name, Last Name and Phone Number fields can be edited,
but the email address cannot. The Phone Number is required for Multi-Factor Authentication (MFA).
Click Next.

ear wisr

Edit User

O cenes & User Access & Teams & Pasrmcs mar 5

General

EdR user 1 Firsl Marchants Dams Bea

Firmt ratrrs - Lant e

oo Tesher

3. Inthe Teams and Permissions tab, assign the teams the user should have access to by checking the
box in front of the Team. Click Update User.

4. To Suspend, Deactivate or Delete a User, go to Admin and select the Users tab. Click on the row of
the user account to update, click the drop down next to Status.

a. Click Suspend to temporarily disable a user account; the user will not be able to log in.

b. If the account should instead be deactivated because the user will never log in again,
select Deactivate.

c. Oncethe useris deactivated, it can be permanently deleted. 10
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ARCHIVE

Click on Archive on the far-left menu. The Archive screen displays three tabs.
to search for batch, transaction, and item information.

1.

The Archive is utilized

- Archive

[P — Bcres  Tresctons  Trasssosen R

P

2 Admin

L]

Batches Tab — Search the archive for batches. The batches contain transactions and items. The

Batch page summarizes the data at the batch level. On this table, if the results columns are batch
level fields, then the results table will show the batch level information; if a transaction or item

level field is added the column will be blank.

Transactions Tab — Search the archive for transactions. Transactions will contain the items

processed within that transaction. The Transaction page summarizes the data at the transaction
level. On this tab the results table displays information on only the first payment in a transaction.
If there are no payments in a transaction, then the first non-payment transaction information

would be displayed.

items page lists ALL items in the results table.

Search and View Options

Transaction Items Tab - Search the archive for items (stubs, payments, etc.). The transaction

The automatic date filter can be removed by selecting the X to remove the filter below the filter boxes.
When the filter is removed, the results will include all dates. Searching across all dates may require a long

period of time.
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(me 06/29/2025 to UE!EQ.I’EOEE) 12345 3

The user can also search with previously saved searches using the Save option in the Batches,
Transactions or Transaction ltems tabs.

Advanced search m [Clear

Batch List

Select the appropriate search tab: Batches, Transactions or Transaction Items.

Use the freeform Search field highlighted below to search any part of the data in the displayed search
results fields. Text and numbers are allowed in the search. The search can be filtered by a date, Business
Unit, Payment Channel or Payment Type. Date fields can be searched using the following formats: mm/
dd/yyyy, mm-dd-yyyy, yyyy/mm/dd, mm-dd-yy, yyyy-mm-dd, and mm dd yyyy.

Archive

Batches Transactions Transaction tems

Search Date range Business Unit Payment Channel

I 12345 Q, ’ll Last year £ H Select a value R

I Select a value.. £

Pt ™
I\ From DB/29/2025 to m‘?ﬂ@ﬁ)

1. Select the appropriate search tab: Batches, Transactions or Transaction ltems.
2. Enterdata in the Search field and adjust filters for the item being searched for.

As filters are selected, the pills on the screen will be updated and the search results will be
automatically displayed.

3. Click the magnifying glass or press [Enter] to perform the search.

caerio B O
Im Laer s a || moct " o vl [ T — |m..]z Clam

Bt Busiwres Ul Paymeni Chanrei Deposi Dase " Basch i Basch Munier Tearaat thoey Count

B600 0 Wit G Baich 1 o 00 KOT USE $50¢ [ £ aNIC2E SORET HWEE

SO Pastad K3 KOT USE 960+ FROARE [EET= SORECITE R 1 Wi
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The search results will be displayed under the search filters. The search is limited to the first
100,000 matches.

If this is a common search, the search can be saved using the Save option. The name of the saved
search must be unique per page. Saved searches are saved on the tab as well as under My Payment

Reports on the report page (if the user has access to the report page).

. Toview images click View on the row of the batch, transaction, or item.

Transaction Count ll

2 [Fon ]

a. Batch Tab View Options: If the user selects View and there are images associated with the
batch, the user will see two options: Transactions (displays Transaction Summary page) and
All images (displays a preview of all images). If there are not any images, only Transactions will
be displayed.

1T
Transaction Count !’

2 View a

Transactions
All images
b. Transaction Tab View Options: The transaction is listed with the total amount of the payment

as the applied amount. The user can select the View Images icon to view images, or the View
Transaction Details icon to be navigated to the Transaction Details page

13
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Transaction images can be viewed by selecting the View Images icon next to the transaction in
the Transactions tab. This will display an image viewer at the bottom of the screen.

vl Bussiruaa Lina Payrmenl Chaseal em Sl Tyoe Deposi hocowet Gegond Bale ! Banc b Murs e Transntiss b ber Paymost Cowl hotes.
WHOUESALE DO MO USE G900 FRSPS 00 - PeBus Creck 1EMEATIE 1 L] B
§1.200.00 WHDLESALE DO MO USE B8 FR-ARS R0 - P By Check FEMSITEED L B 1254 z L] N ]
$1.050 97 WHOLESALE OO MO USE 0808 Fu-APs P - Pl By Creck 1F5 TR P RF=TL ¥ 1 ] N ]
a2 WHOLESALE DO NO USE 9808 FR-APS S0 - Pad/Bus Creck 1235 TR w0 120 4 <0 B B
7R 105 13 WHDLESALF 00 MO USE 9808 Faps o ey — 1FHSETIE ST 1rasH 5 1l NN
SBAZEILTE of 37 reauits 110 1060 3T | View: | 19 o - 2l a|fs
Bateh LXM58, Trafmbston 1: $080 - PoriBud Chach I, Page F1 x
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¢ pun ot e ’ T :
| % S e e e 5822
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= Wl L bt 1154 68118 Page 7
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|
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R —— -
. I—— = e ] - Per/Bus Chck: i1
4 % Page 47
5822 740657 VFHEETEY
| - a [wen] & 8 & @

The images can be navigated by clicking the left or right arrow on either side of the image, or
by clicking the image/item in the right most pane.

Buttons are displayed at the bottom of the image. From left to right, this will all the user to:
rotate right, rotate left, flip, zoom in, zoom out, print image, download image, and open image in
a new tab.

The Transaction Details screen is displayed when the user selects the View Transaction Details

icon from the transaction search results screen. Note: Item Details fields vary depending on the
fields configured in company set-up.

14
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Transaction Details

Payrnani Total: 368118 Motes FrepTe-
Batch I0: 173850
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[ OB

Transacten: 1

Transaction bems

Beguense nem type Amsum || Eem dotaie
B0 - Par/Bus Cheok BEEH SR Appet Opid [ p— Wimn rrmm
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3 1 )
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- Click View more details to review additional fields for an item. Click View fewer details to hide
details again.

- Click View all images to view the images of the transaction.

- View images displays the images for just the selected item in the transaction, for example the
front and rear of a single check.

c. Transaction Items Tab View Options: User can view the transaction by clicking the blue number
in the Transaction Number column. The user has the option to view the item with the Image
Viewer displayed at the bottom of the screen.

Amcur Beruings Unk e Type mam fub Trpe [ Dapest Date 1 Batch Namdser Transacsos Mumber Rom Numzs

WHOLESALE DO 8O USE 9990

WHOLEBALE [0 MO USE 9990 ¥ G s D540
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L 1R WHOLESALE D0 MO UISE 9960 Sus B0 - Choat St Data Ooly DA 1T 1 4 B
BB 18 of 4 reuits Tiodatd|vaw | W w .
Babod 123450, Transaton 17 B0 - PeriBus Chadh 81, Pags 41 »

R |
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™ 8 e
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a4 4713 e 12f106/200% N |
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513 T“'\‘l:ﬁﬁ‘ | 234567 R% Fage &1
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The images can be navigated by clicking the left or right arrow on either side of the image, or by
clicking the image/item in the right most pane. If the user selects View image, the image of the 15
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item will display in a PDF Viewer (front and rear images).

Advanced Search

Advanced Search is available on Batches, Transactions and Transaction Items archive tabs. Advanced
Search allows users more flexibility in searching various field types with adjustable filters. The same fields are
available on advanced search and columns on each of the tabs. This is to allow the user access to all fields
when setting up their archive search pages. Each page’s search is designed to support the relevant level of
search batch, transaction, or item. Results columns will only display columns/fields for which there is data.

1. Select Advanced search on the Archive screen.

Batches  Transactions  Transaction llems

Search Date range Business Unit Payment Channel

Q|| Current day wwr || Select & value " select a : w | Advanced search Save | we iCIearE

The Advanced Search screen displays.

Advanced Search

Select search parameters.

Field Operator Value

“ a vall v ‘ | Selecta v Enter a value | o
Field QOperator Value

AMND [ Select a value L | Selact a value.. W Enter a value... | n
Field Operator Value

: | -

AND | Select a value W Select a value L Enter a value | m

Add search criteria

Cancel ‘ Clear all | Apply search

2. Select the Field dropdown and select which field to search on.

16
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Field

Select a value.. ~

Account
| Addenda
Amount
Applied Opid
| Audit Trail

Balance Amount

Batch Date

3. Select the Operator dropdown and select the operator function to use in the search. In the Value
field, enter a value to use in the search operation

Operator

|

Select a value... ~ “

Equal to

Greater than

Less than ‘ Value

Between Enter a value..

4. |If more search criteria should be added to this search, fill in the next line of Field, Operator
and Value.

5. After all search criteria has been entered, click Apply Search.

Pills of the search criteria will display above the search results.

Search

Q] Edit advanced search Save | W Clear

Amount equal to: 300.00 € I

Amount || Business Unit || Payment Channel 1! Deposit Date if
$300.00 Multi Grp Batch 1 dda DO NOT USE 9996 FM-IRPS 01/05/2026
Edit advanced search can be used to return to the Advanced Search screen and modify the 17
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search, or Clear can be selected to return to the default Search screen and automatically clear all
search options.

SEARCH EXPORT

After the search results are displayed on the screen, the user can select to export a CSV, PDF or XLSX
file containing the results.

NOTE: The PDF Images Only option has been temporarily removed to correct a development issue
regarding speed. Images can still be downloaded through the View | All Images option on the
Archive page.

On the search page, click Export on the right, and select the file type to download. The Preparing
Archive Export message will display.

&, Export A~

csv Preparing Archive Export

XLSX
We are preparing your export in the background.

PDF You will receive an in-app notification when your export is
ready for download.

PDF With Images

{ PDF Images Only m

Click Close.

Select the Notification icon at the top of the screen and download option for the notification of the
export search results. The file will be downloaded to the user’s Download folder.

e 1
[+ Askara || [}
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REPORTS

Report Types
Payment Reports provide information regarding payments using Archive data from the data lake.

Monthly Deposit Report: this report is a month to date (current month only) report of the cumulative
monthly deposit totals. Data in this report will be grouped together by organization. The report will not
show rows for dates that there is no data.

Activity Reports provide information regarding user activity. The reports will be generated based on the
currently selected organization. Currently, activity reports will include the last 7 days of data.

User Activity Report: this report is available to users with Admin access. This report contains all
audited activities performed by members during the last 7 days including such actions as deletions,
file downloads, logins, logouts, etc.

User Status Report: this report provides a list of members (usernames), their current Status (Active,
Deactivated, Provisioned, Recovery or Suspended) and information regarding the member’s last login.
The report will include members for the selected organization.

My Payments Reports is available to users that have access to both the Archive and Reports options.
The reports displayed here were created when the user saved a search in one of the tabs of the Archive
screen. The reports saved will be listed in the section of where the report was saved. My Payment
Reports will vary greatly based on the users saved search.

19
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Create Reports

Reports are accessed by selecting Reports from the left side menu. Payments Reports and Activity
Reports are available. My Payment Reports are reports that were created by the user by saving archive
searches.

1. Click on Reports on the far-left menu and Reports screen displays.

. Reports
= R —

-
Paymaonts Fepoms Actiity Pepors

e
Morvivey Decont Surmrmary T Crente repmet Uner Actrvity ) Crmate repant
p— I A marmrmary of dersand amcnss by date for @ mne 7 B of wctty n yar

Lo Sistin (® Eraate repast
et of scroa. and g

& Aswin

My Paymant Raports.

A Batoh
[ S -ee—
P

[ 5] Cmate rupert

Click on Create report and the Create Report screen will display.

Create Report

© Schedule ® Manage Data
Schedule

Report: Monthly Deposit Summary

File type*

|C.S.\.Ir v I

When to generate report ©

© Download now
(O Schedule

Cancel m

2. Drop down the File type field and select the type of file to output: CSV, PDF, or XLSX. NOTE: Only
some reports will have PDF Images Only available. If there are no images for an item or for a batch,
‘No image available’ will display in the report.

3. Select the option for ‘When to generate report’
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- Download now - this will generate the report immediately and send it to the browser download
location.

« Schedule - schedule the report as a one time or reoccurring report. The two options will be
described below.

Download Now Option
1. Onthe Schedule tab under When to generate report, select Download now.
2. Click Next.

3. The Manage Data tab displays.

Create Report

& Schedule @ Manage Data

Manage Data
Report: Monthly Deposit Summany

Diate range to f@pom on”

Cument month L

Search users or organizations

Q

Salect business units bo show in report ©
B organization

w B Finarcial instation  Firs? Merchanits

i ¢ Back Cancel Dowmnioad

Drop down Date range to report on and select:
Current Month
Last Month
Custom - select one specific month from a calendar

NOTE: The selection will always report from the first day of the month to the last day of the month.
Use the Search users or organizations option to search for either users or organizations
depending on the report being created. Start typing in the field and press [Enter] to search.

Matching data will display below. All users/organizations matching the search criteria are
automatically selected.

Uncheck the box in front of the user/organization to deselect it.

Click Download.
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The file will prepare to download.

-

) Preparing report for download.

The user will be notified when the download is complete.

.

[Q Success! Download ready. ®

The downloaded report can be found in the download directory used by the browser. This is the
final step of the download option. In the next section, the Schedule option will be used instead of
downloading the report now.

Schedule Option

Create Report

& BoPwckils Manages Data Dhilrwiaicy

Schadule

Fepart: nibly Ceponi Summery

P o

1. Onthe Schedule tab under When to generate report, select Schedule.
2. Drop down the Schedule field and select the schedule iteration.

3. In Schedule name, enter a name for this scheduled report. The Schedule name:
must be unique
must start with a letter or number
can have hyphens or underscores
cannot have spaces or symbols
This name will become the report file name when it is generated.

4. Click Next.
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Manage Data Tab (Step 2 of Report Creation)

The Manage Data tab displays. This tab is displayed when the report was not downloaded but instead
is scheduled.

Create Report

& Scksedhbe & Marage Dala Defivery

Manage Data
Fegor: Wordw [eoost jummany
e range o emeren”

Currrt mene w

Fomarc o voam a4 e paismienia

1. Drop down Date range to report on and select the schedule iteration:
Current Day
Previous Day
Last Week
Last Month
Last Year
Custom - select one specific month from a calendar

NOTE: For Last Month, it will report from the first day of the month to the last day of the month.

2. Use the Search users or organizations option to search for users to report. Start typing in the field
and press [Enter] to search.

Matching data will display below. All users/organizations matching the search criteria are automatically
selected.

3. Use the down arrow to expand organizations to display the users under the organization.

4. All users are selected by default. Uncheck the box in front of the user/organization to deselect it.

[Select users to show in report *
&8 user

e ﬂ Corporation  Baasui Automation
LT Department  Raasui Automation Depl
B user  Raasui automation

H Usesr RaagsUl AutomationZ
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File Type Selection (cont.) - AVI: FileTypeVIDEO
- BMP: FileType.MAGE
- BZ2: FileType COMPRESSED
- COMPRESSED: FileType COMPRESSED
- CSV: FileTypeCSV
DOC: FileTypeWORD
DOCKX: FileTypeWORD
EXCEL: FileType.EXCEL
FLAC: FileType. AUDIO
- FLV: FileTypeVIDEO
- GIF: FileTypeIMAGE
- GZ FileType COMPRESSED
HTML: FileType.HTML
- IMAGE: FileType.IMAGE
- JPEG: FileTypeIMAGE
- JPG: FileType.IMAGE
- JSON: FileType.JSON
MOV FileTypeVIDEO
MP3: FileType. AUDIO
- MP4: FileTypeVIDEO
- OGG: FileType AUDIO[VE1]]
- OTHER: FileType OTHER
PDF: FileType.PDF
PNG: FileTypeIMAGE
PPT: FileType.POWERPOINT
PPTX: FileType.POWERPOINT
POWERPOINT: FileType.POWERPOINT
- RAR: FileType COMPRESSED
- SVG: FileType.IMAGE
- TAR: FileType. COMPRESSED
- TGZ: FileType. COMPRESSED
- TIFF: FileType.IMAGE TXT: FileTypeITXT
- VIDEQO: FileTypeVIDEO
- WAV: FileType. AUDIO
- WEBM: FileTypeVIDEO
- WEBP: FileType.IMAGE
- WMA: FileType. AUDIO
- WMV FileTypeVIDEO
- WORD: FileType WORD
« XLS: FileType. EXCEL
- XLSX: FileType. EXCEL
- XML: FileType XML
- ZIP: FileType COMPRESSED
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