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Purpose

This document explains how to perform the following actions in Synovus Gateway for Sub-
Accounting:

e View account balances

e Manage account settings

e Transfer funds between master and sub-accounts

e Generate reports

e Entitle users to Sub-Accounting services and accounts

Audience

This document is intended for all Synovus Gateway users with commercial accounts for Sub-
Accounting.
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CHAPTER 1: Home Page

Use the Home page to view account balances for Sub-Accounting, create groups, view account
transactions, and view account details.

Primary Accounts

Synovus Gateway allows you to designate accounts as “Priority Accounts” so that summary information
shows on the Home page. You can also create custom account groups and view balances for accounts that
belong to the group.

Complete these steps to designate accounts for Sub-Accounting as priority accounts.

1. Onthe Homepage, click View all accounts.

Home @ REPORTS
B2  Messages
B3  Transactions v PRIORITY ACCOUNTS s @
Payments v There are no priority accounts to display. No favorite reports have been
run. Please visit Reports to select
P To get started, star your most used accounts and they will display here along with the current balance favorites and run reports
“ B view all reports
il Reports
JRR— TRANSACTION
©  services . W o003 APPROVALS
— Account 2 V
E statements XXXX345
Account 3
& Manags Users v : : No approvals needed
@ el Account 4
J Account 5
£ sewings v W ooz LOCKED LOGINS A
@ Locations ) _ _ %
L) conarus No locked logins
2. Locate the account(s) you want to display on the Home page. For each account click the star
icon or click the actions |E| icon then Make Priority. You can select master and/or sub-

accounts.

NOTE: This screen does not have a Save button. Navigating away from the screen will
automatically save your selections.
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All accounts - 33 Q Il accounts
Filcer all accoun. Priority  CHECKING ~ COMMERCIAL LOAN
o EREELy INTERESTCHECKING ~ MONEYMARKET ~ REVOLVING CREDIT
SUSAN ADAMS LAW FIRM Available Balance  Aggregated Balance |
SAVINGS e506 33949118 $1823474 | &
Sorted by: Default View Activity
uick Transfer
COMMERCIAL CHECKING N Availaple Balance “
1632 oravaiable 00,8831
SUSAN ADAMS LAW FIRM Available Balance  Aggregated Balance
4596 $39491.18 $1823474 Account Nickname
BROOKS ALSTON Mot Avaisbie Available Balance Make Priority
1642 36,046.19

3. Click or tap Home from the main menu to see your priority accounts.

Home @
PRIORITY ACCOUNTS AN
View all

SUSAN ADAMS LAW FIRM *4596 :

Available Balance $39,491.18

Aggregared Balance 31823474

View all accounts

You can also designate accounts as priority from Details & Settings.

Account Groups

Complete these steps to create an account group and use the group to view balances. An account can
belong to one group only.

1. Onthe Homepage, click View all accounts.

m PAVORITE ~
Home @  REPORTS
& Messages
5 Transactions v PRIORITY ACCOUNTS ~ @
Payments o There are no priority accounts to display. No favorite reports have been
run. Please visit Reports to select
To get started, star your most used accounts and they will display here along with the current balance favorites and run reports
Deposits
View all reports
[l Repors N
TRANSACTION A
B services M APPROVALS
& swements V
o2
Manage Users v
=] No approvals needed
?)  Help
N #,  Account 5
¢ settings v N W ooz LOCKED LOGINS
©  Locations — o
[am)
61 contactus No locked logins
View all users
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2. Click Create group.

| All accounts - 33 Q_ Search all accounts
Filter all accoun... R Priority CHECKING COMMERCIAL LOAN =
INTERESTCHECKING ~ MONEYMARKET ~ REVOLVING CREDIT
SAVINGS

Sorted by: Default ~v

COMMERCIAL CHECKING Available Balance .
w s Mot Avallable $09,883 18 .
COMMERCIAL CHECKING Mot Available Available Balance .
#1713 $6,084.00 =

3. Enter a unique name for this group of accounts, then locate and select the accounts to add to
the group.

Group name

Sub-Accounting

S Search Sub-Accounting group

I Ungrouped  Priority €D CHECKING
COMMERCIALLOAN  CreditCard  INTERESTCHECKING
MONEYMARKET ~ REVOLVING CREDIT  SAVINGS

Filter all accoun... A

Sorted by: Default ~~

' Deselect All

7 Adams Law (Sub-Accounting) Avallable Balance  aggregated Balance .
00000734596 $35.191.61 314,251 .46 N

v Sub-Stacy Flames (Sub-Accounting) Avallable Balance Current Balance
4601073337 32.702.53 3270253 .
DESA Sub-Alston Brooks (Sub-Accounting) Avallable Balance Current Balance .

L4 4501074642 35,697.37 35607.37 .

7 Sub-Arthur Brunswick (Sub-Accountng) Avallable Balance Current Balance .
4601076605 $3,147.34 $3147.34 H

4 accounts selected Cancel

Synovus Gateway Sub-Accounting User Guide (12/07/2022) 6



4. Click Save group.

5. A card displays the new group’s name followed by the number of accounts in the group.

All accounts - 96 A, Search all accounts
Filter all accoun... m Priority €D CHECKING ~ COMMERCIAL LOAN =
+ Create group Credit Card INTERESTCHECKING MOMNEYMARKET
REVOLVING CREDIT ~ SAVINGS
Sub-Accounting - 4
Avallable Balance Sorted by: Default
BUSIMESS CD Current Balance Maturity Date
00620200621 $0.00 6/28/2023 :
6. Click the group card to view its associated accounts.
All accounts - 56 o Search Sub-Accounting group
Filter Sub-Accounting group: Priority =

+ Create group
sorted by: Default v

Accounting - 4

Edit Group

Remaove Group

Adams Law
00000784506

Sub-Stacy Flames

4601073237

DESA Sub-Alston Brooks

4501074542

Sub-Arthur Brunswick

Avallable Balance
$33,191.61

Avallable Balance
$270253

Avallable Balance
$5,667.37

Avallable Balance

Aggregated Balance
$14,251.46

Current Balance
$270233

Current Balance
$5.667.37

Current Balance

$3,147.24 $3147.34

4601076603

7. Hover the mouse pointer over the group card to access the actions E| icon to move this
group up or down in the list of groups, edit the group, or delete the group.
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View Activity

For Priority Accounts you can access activity two ways.

1. Go tothe Home page and click the account card.

Home @

PRIORITY ACCOUNTS

View all

COMMERCIAL CHECKING *1632
Available Balance 496,883.18

View all accounts

2. Go to the Home page and click the actions E| icon then View Activity.

Home =

PRIORITY ACCOUNTS

View all

COMMERCIAL CHECKING #1632

Available Balance ERERE
View Activity

Quick Transfer

accounts

Nickname Account

For Non-Priority Accounts go to the Home page and click View all at the top or View all accounts at the

bottom.
Home @
PRIORITY ACCOUNTS ey
View all
COMMERCIAL CHECKING *1632 :
Available Balance $90,883.18

View all accounts

Locate the account, click the actions E| icon, then click View Activity.
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SUSAMN ADAMS LAW FIRM
#4506

Available Balance
$39,491.18

Aggregated Balance .

$18,23474 | &

View Activity

Quick Transfer

Account Nickname

Make Priority
&~ Back
FLAMES STACY #3337 $3,096.81
Available Balance

Last Updated: August 18, 2021 3:10 PM

Transactions  Details & Settings

Q v L

le\ Search transactions

Date Description Amount

AUG 17 TRANSFER REF 22915261 FUNDS TRANSFER TO DEP 784596 FROM ONLINE (5090 4
AUG17 TRANSFER REF 22912431 FUNDS TRANSFER TO DEP 784536 FROM ONLINE E10090) 1
AUG 16 (s19.79)

o 1° MAINTENANCE FEE ANALYSIS ACTIVITY FOR 07/21 Vel

AUG13
2021

AUG 2
2021 TRANSFER
JUN 30

o021 DORMANT ACCT FEE

TRANSFER REF 2251803L FUNDS TRANSFER TO DEP 784596 FROM ONLINE

($1,875.00)

$3,266.60
$1,00000
$5,141.60 *
($5.00) .
$4.141.60 *

Page totals: Credits: [1]$1,000.00 | Debits: [5](52,049.79)

Q

e Search - Click this to show/hide the search field. You can search using the transaction dollar

amount or any part of the transaction description.
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v

e Filter - Click this to show/hide the transaction filtering options. Enter values and make
selections in one or more fields, then click Apply to see transactions that match.

Q Y 4

Time Period

Description Transaction Type

Min Amount Max Amount

3 000 [0 3 0.00

starting Check # Ending Check #

Date Description Amount

A 7 TRANSFER REF 22915261 FUNDS TRANSFER TO DEP 784596 FROM ONLINE gﬂf?

L | |
e Export - Click this, then select an option from the menu that displays, to export account

activity as a file.

NOTE: The data in the file will reflect any search criteria or filtering options that have been
applied.

Q v L

Spreadsheet (xls)
Spreadsheet (csv)
Microsoft OFX (ofx)
Quicken (gfx)

Quickbooks (gho)

e Options E| - Click this then select Print to print a screen shot of the account activity page or
select Ask a question to submit an account inquiry.

QY L

4 Print

Ask a question
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porees) Synows Finsncist Corp.
FLAMES STACY *3337
Last Updated: August 18, 2021 4:13 PM
$3,096.81
Available Balance
Transactions  Details & Settings A [ | . X
ccount Inquiry
Ssubject
Inquiry regarding account: *3337
(), search transactions
Message *
Date  Description Amount
AUG 17 TRANSFER REF 2291526L FUNDS TRANSFER TO DEP 784596 ($50.00)
2021 FROM ONLINE $3,096.81 L 4
AUG 17 TRANSFER REF 2291243L FUNDS TRANSFER TO DEP 784596 ($100.00) Auachments
2021 FROM ONLINE $3,146.81 .
#5select a file to upload e
AUG 16 ($19.79)
2021 MAINTENANCE FEE ANALYSIS ACTIVITY FOR 07/21 $3.24681
Inquiry Details
AUG 13 TRANSFER REF 2251803L FUNDS TRANSFER TO DEP 784596 ($1,875.00)
2021 FROM ONLINE $326660  ° Account Nickname {6} Account Type {4} FLAMES
Account {12} Description: STACY
AUG2  roaNSFER $1,000.00
2021 $5,141.60
JUN 30 ($5.00) Go back
2021 DORMANT ACCT FEE $4141.60 e
Page totals: Credits: [1] $1,000.00 | Debits: [5] ($2,049.79)
w

By default, summary information about each transaction displays. To view transaction details, click a

transaction in the results table, or click the actions E| icon beside the transaction then Toggle Details.

AUG 2

Soar TRANSFER $1,00000
A1 TRANSFER REF 2251803L FUNDS TRANSFER TO DEP 784596 FROM ONLINE
Print
AUG 16
a1 MAINTENANCE FEE ANALYSIS ACTIVITY FOR 07/21
Ask a question
A1 TRANSFER REF 22912431 FUNDS TRANSFER TO DEP 784596 FROM ONLINE (s100.00)  *
AUG 2 .
2021 TRANSFER $1,000.00 =
Details

Statement Description:
TRANSFER

Date:

8/2/2021

Type:
Credit

Click the actions E| icon beside the transaction then Print to generate a PDF and print the transaction
details.
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BHaz021

SYNOVUS.& 18/2021 4:44 PM

Amount: $1,000.00

Statement Description: TRANSFER
Posted Date: 8/2/2021

Type: Credit

Status: Posted

Click the actions E| icon beside the transaction then Ask a question to submit a transaction inquiry.

Subject
Inquiry regarding transaction: 38599369

Message *

Attachments

# Select a file to upload

Inquiry Details

Posted {3:g} Check # {5} Account {18}
Balance {15:C} Amount {4:C} Type of
Transaction {11} Description {6}

StatementDescription:

Transaction Inquiry

TRANSFER

Transaction Item Detail {15} Image {10}

SYNOVUS

Go back

X
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Details & Settings

Click the Details & Settings tab to review account details, change the account’s global nickname, change
the account’s personal nickname, or turn off/on the priority account setting.

& Back to Home
FLAMES STACY *3337 $3,096.81
Available Balance
Last Updated: August 18, 2021 413 PM
Transactions  Details & Settings
=1
DETAILS
Available Balance Current Balance
$3,096.81 $3,096.81
Ledger Balance Interest Rate
$3,096.81 0.00%
Year-to-date interest amount Accrued Interest
$0.00 $0.00
Last Interest Paid Amount Last Statement Date
$0.00 Jul 37, 2021
SETTINGS
Global Nickname
&
Personal Nickname
&
Visibility on Home @ (v ]
Click the print icon to print a screen shot of the account details and settings page.
82021 Synows Financial Corp
SYNovuUs
FLAMES STACY *3337
Last Updated: August 18, 2021 4:13 PM
$3,096.81

Available Balance

Transactions  Details & Settings

DETAILS
Available Balance $3,096.81 Current Balance $3,096.81
Ledger Balance $3,096.81 Interest Rate 0.00 %
Year-to-date interest amount $0.00 Accrued Interest $0.00
Last Interest Paid Amount $0.00 Last Statement Date Jul 31, 2021
SETTINGS
Global Nickname
Personal Nickname
Visibility on Home (2) [v]
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CHAPTER 2: Services

Use the Sub-Accounting service to transfer funds between the master and sub-accounts, view sub-account
balances, or view sub-account activity and settings.

Sub-Accounting

{7} Home Sub-Accounting $14,251.46 $35,191.61
Aggregate Balance  Avallable Balance
EP Messages Last Updated: December Sth 2022
- Master Account SZ @ J
B mansactions v Adams Law ***++++*4506
J:[ Payments ~
RETAINER - SUSAN ADAMS LAW FIRM *’3”5"‘32’3';9";; v
[(E) Deposits T
o Reports TRUST ACCOUNTS - SUSAN ADAMS LAW FIRM *’3”5";:::7";: v
I:\ Services ~
Stop Payment
Stop Inquiry & Cancel
$2
{- . .
e Transfer Funds - Click this then select Transfer To Master to make an Account Transfer

transaction that debits a sub-account and credits the master account, or select Transfer From

Master to make an Account Transfer that debits the master account and credits a sub-account.

NOTE: Transfers created from this service adhere to normal Account Transfer rules and
restrictions (ex: transaction approval requirements) and can be reviewed or managed
from Transactions > Activity Center.

Transfer To Master

r
Transfer From Master

SUB-ACCOUNT TRANSFER TO MASTER

From Account

To Account

Amount

$ 0.00

Transfer Date

5
i

E

Memo

SYNoOvUS

X

Synovus Gateway Sub-Accounting User Guide (12/07/2022)
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=

e Print - Click this to print a screen shot of the master and sub-account page.
126722, 5:11 PM Synovus Financial Coep.: Sub-Accounting
SYNOV l |S' Good Evening, Susan
Sub-Accounting $14,251.46 $35,191.61
Aggregate Balance  Available Balance
Last Updated: December 5th 2022
Aggregate Balance
RETAINER - SUSAN ADAMS LAW FIRM $8,399.90
Sub-Account = Closing
Sub- Status Sub-Account Number Addltlor{al Ledger
Account Nam 3 Description
Description Balance
*hkk*3337 OPEN Sub:Sty D1052 D1052 $2,702.53 .
Flames .
DESA Sub-
*hAwk*4642 OPEN Alston D1245 D1245 $5,697.37 E
Brooks
ate Balance
TRUST ACCOUNTS - SUSAN ADAMS LAW FIRM /587 B2(¢ 2ance
Sub- Sub-Account b Closing
:::;unt Status Account  Number :‘::::'::i::n Ledger
Name Description P Balance
arwrkgE05 OPEN -0 AT gecy 8654 $3,147.34 2
Brunswick .
1. | |
e Export - Click this to export the sub-account details as a Comma Separated Value (.csv) file.

Select a Master Account to view the associated Master IDs.

Home

Messages

Transactions

Payments

Deposits

Reports

ol e mI Qg o

Services

Stop Payment

Sub-Accounting

Last Updated: December Sth 2022

Master Account

Adams Law *****+*4506

RETAINER - SUSAN ADAMS LAW FIRM

TRUST ACCOUNTS - SUSAN ADAMS LAW FIRM

Sub-Accounting

Stop Inquiry &

Cancel

$14,251.46 $35,191.61

Aggregate Balance  Avallable Balance

2 @ L

Aggragate Balance
$2,390.90

Aggragate Ealance
$3,147.34

Synovus Gateway Sub-Accounting User Guide (12/07/2022)
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Select a Master ID to view a list of its sub-accounts and summary information about each account.

Sub-Accounting $14,251.46 $35,191.61
Aggregate Balance  Avallable Balance
Last Updated: December 5th 2022
Master Account &2 @ .i.
Adarms Law ***+**+4506
Aggregate Balance
RETAINER - SUSAN ADAMS LAW FIRM g
$8,399.90
Sub- Status Sub-Account Name Sub-Account Number Additlonal Closing Ledger
Account Description Description Balance
#*+43%3337 OPEN Sub-Stacy Fames  D1052 D1052 $2,702.53 H
#kiiidgd) OPEN - D1245 01245 $5,697.37
Aggregate Bal
TRUST ACCOUNTS - SUSAN ADAMS LAW FIRM g ;3::;‘;: AN
Sub- stat Sub-Account Sub-Account Number Additional Closing Ledger
Account AT Name Description Description Balance
#424446605 OPEN o 2654 2654 $3,147.34 E

Click the actions E| icon beside a sub-account for more options.

Aggregate Balance

RETAINER - SUSAN ADAMS LAW FIRM Sato.

Sub- stm:usSul:i-,i!u:l:clunt Sub-Account Number Additional Closing Ledger

Account Name Description Description Balance

kHEXX*3337 OPEN FLAMES STACY D1052 D1052 $3,096.8 E
. i . View Activity

kkkEk*A642 OPEN BROOKS ALSTON D1245 D1245 $6,0

Transfer To Master

Transfer From Master

e View Activity — Select this to access the Transactions or Details & Settings for this account.
o Transfer To Master — Select this to make an Account Transfer transaction that debits this sub-
account and credits the master account.
NOTE: Transfers created from this service adhere to normal Account Transfer rules and
restrictions (ex: transaction approval requirements) and can be reviewed or managed from
Transactions > Activity Center.
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SUB-ACCOUNT TRANSFER TO MASTER
From Account
FLAMES STACY **+*+*3337 A%

To Account

Amount
$ 0.00

Transfer Date

Memo

Transfer Funds

SYNOVUS

o Transfer From Master — Select this to make an Account Transfer transaction that credits this sub-
account by debiting the master account.
NOTE: Transfers created from this service adhere to normal Account Transfer rules and
restrictions (ex: transaction approval requirements) and can be reviewed or managed from
Transactions > Activity Center.

X

SUB-ACCOUNT TRANSFER FROM MASTER

From Account

To Account

FLAMES STACY *¥¥**%3337 AV
Amount

3 0.00

Transfer Date

Memo

Transfer Funds

SYNOVUS

Click a sub-account to view its details.
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Sub-Accounting

Last Updated: December 5th 2022

Master Account

Adams Law **#*+++45005

RETAINER - SUSAN ADAMS LAW FIRM

TRUST ACCOUNTS - SUSAN ADAMS LAW FIRM

Sub- Sub-Account

Account St“u;mme

sexes46505 OPEN S0 ATUr
Brunswick

Total Credit Amount:
Total Credit Count:
Original Deposit Balance:
Interest Witheld YTD:
Last Transaction Date:

Sub-Account Number
Description

2654

$0.00

0

$2,000.00

£0.00

Decemnber 5th 2022

Additional
Description

8654

Total Debit Amount:
Total Debit Count:
Interest Paid YTD:
Admin YTD:

$14,251.46 $35,191.61
Aggregate Balance  Avallable Balance

Aggregate Balance . ,
$8,399.90

Aggragate Balance A
$3,147.34

Closing Ledger
Balance

$3,147.34 :

$0.00
0

$0.00
$0.00
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CHAPTER 3: Reports

Use Reports to generate BAI, CSV, and PDF files with master and sub-account balances and transactions.

Create Report

Complete the following steps to create report instructions, run the report, and save the instructions.

1. Click New Report.

7} Home
Reports A Search
E’ Messages
= Transactions o Results Filcers: [l Private  Shared -+ MNew Report
3 Name Last Run Download Type Actions
ayments v
Deposits .
Daily DESA Report for Sub 8/13/2021 BAI | CSV | PDF Escrow Account report .
@ Services o Jinx Report 8/18/2021 In Progress Escrow Account report
@ Statements
o0& Master + One Sub 8/13/2021 BAl | CSV | PDF Escrow Account report

5 Manage Users v

2. Select Sub Account Report.

Current Day Reports Previous Day Reports Online Activity Reports Other Reports
ACH Activity Report - Current Day  ACH Activity Report - Previous ACH Online Origination Company Entitlemeants Report
Day(s)
Balance and Activity Statement - ACH Passthru File Uploads Sub Account Report
Current Day Balance and Activity Statement -
Previous Dayls) Transaction Repart
Checks Paid Report - Current Day
Cash Position - Previous Day(s) Wire Online Crigination
User Defined Report - Current
Day Checks Paid Report - Previous
Day(s)
Wire Transfer Report - Current
Day User Defined Report - Previaus
Day(s)

Wire Transfer Report - Previous
Dayis)
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3. Enter avalue or select an option for each question. All fields are required.
a. For question “What account(s) do you want to include?” click Select specific account(s).
Then select master and/or sub-accounts for Sub-Accounting and click Submit.
NOTE: Selection of non-accounts for Sub-Accounting may cause report creation to fail.

New Sub Account Report

This report will generate the following file formats: PDF, CSV, BAl Change report type

Do you want this report to be private or shared?

Private

@ Shared

What do you want to name the report?

What account(s) do you want to Include?
All Accounts (67)

4 of 67 Accounts selected

What dates do you want to Include?

How often do you want this report to run?
® On Demand
Every Business Day

Every Calendar Day

Weekly
Monthly
Cancel Create and Run
X
SELECT ACCOUNT(S)

)
snowing [}  Selecrea

Accounts:

Selectall | Cear 2l

ClAL CHECKING COMMERCIAL CHECKING COMMERCIAL CHECKING

COMMERCIAL CHECKING COMMERCIAL CHECKING COMMERCIAL CHECKING
*200 2005 2006

COMMERCIAL CHECKING DUETO BANKS PRO BUSINESS CHECKIN
*2014 5762 715

US GOVT CHECKING BUS INT CHECKING BUS INT CHECKING

CORRESPONDENT SWEED Al GE COMM MM
+8641 ¥
BROOKS ALSTON ERUNSWICK ARTHUR
| SUSAN ADAMS LAW FIRM | FLAMES STACY | DESABUSINESS MASTER
4506 3337 7¢

# aceauris sefeed conee! “

SyNnovus
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4. Click Create to save the report instructions for future use. Click Create and Run to generate a
report and save the report instructions for future use.

Reports

Sub-Accounting

A Search

Results Filters: m Private  Shared -+ New Report

Name Last Run Download Type Actions

12/6/2022  C5V | PDF | BAl Sub Account Report

wew

Use the Search field to locate a report by its Name or Type.

.
S
Click the star L—_licon beside one or more reports to pin the report to the top of the list.
Reports  Search
Results Filters: m Private  Shared -+ MNew Report
MName Last Run Download Type Actions

Sub-Accounting

12/6/2022  C5V | PDF | BAl Sub Account Report

Master + Flames Sub 12/6/2022 5V | PDF | BAl Sub Account Report

wew

wew

Starred reports with a date in the Last Run field also display on the Homepage for easy access.

FAVORITE A
Home P REPORTS
Sub-Accounting .
PRIORITY ACCOUNTS PN December 6, 2022 '
View all View all reports
Adams Law 784596 : Sub-Stacy Flames 073337 : TRANSACTION A~
Avallable Balance $35,191.61 avallable Balance $2,702.53 APPROVALS
Aggregated Balance $14,251.45 Current Balance $270253
DESA Sub-Alston Brooks 074642 : Sub-Arthur Brunswick 076605 H
Avallable Balance $5,697.37 Avallable Balance $3,147.34 No approvals needed.
Current Ealance $5,697.37 Current Balance £3,147.34
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In the Download column, click BAI, CSV, or PDF to export a copy of the report generated from its last

run.
Reports \ Search
Results Fiters: [[J Private  Shared + New Report
Name Last Run Download Type Actions
Sub-Accounting 12/6/2022 | C5V | PDF | BAI jJ5ub Account Report -
Master + Flames Sub 12/6/2022  CSV | PDF | BAl Sub Account Report .

If the export options do not display, click the actions icon E| beside the report, then select Run Now. The
Download column displays a status of In Progress while Synovus Gateway generates the report. If desired,
you may leave this screen and come back later to retrieve the reports. The amount of time for Synovus
Gateway to run the report depends on the date range selected, the number of accounts, and the number
of transactions retrieved.

Select the actions :| icon beside a report for more options.

WView History

Run Now

Edit

Copy

Delete

e View History — Select this to access historical reports that have been run.

Back to Reports m Delete

Report Detail

Sub-Accounting - Sub Account Report

Frequency: None Last Run: 12/6/2022
Run Date Output
12/6/2022 CSV | PDF | BAI
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o Run Now — Select this to generate a report based on saved instructions. The Download column
displays a status of In Progress while Synovus Gateway generates the report. If desired, you may
leave this screen and come back later to retrieve the reports. The amount of time for Synovus
Gateway to run the report depends on the date range selected, the number of accounts, and the
number of transactions retrieved.

e Edit — Select this to edit the report instructions.

e Copy —Select this to create new report instructions using this report’s instructions as a template.

o Delete — Select this to delete the report instructions.
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CHAPTER 4: Manage Users

Administrators can permit other users to view accounts for Sub-Accounting to perform funds transfers.

User Roles

Users can access services and accounts based on settings of their assigned User Role. To setup a user to
access Sub-Accounting information and services, first confirm that their existing or intended User Role
supports it.

7} Home

User Roles @
E’ Messages

i)\ Search
=  Transactions v

USER ROLES
Payments v

Name ~ Description Status ~ Users ~
inl]  Reports

Pendin -
@ services ~  Accounting None Appm\i‘ 5 f @ =
@ Statements Fishing4Life Admin Role None Active 3 f |;|‘| ]
&‘5 Manage Users A~
Users

1. Locate the user’s assigned User Role, or the User Role that you intend to give to the user.
a. Click the number in the Users column to confirm which users are currently assigned to
the role.

User Roles ®

f_)\ Search
USER ROLES
Name ~ Description Status ~ Users ~

. Pending - s
Accounting Mone Approval 5 y |;|‘, n

Fishing4Life Admin Role MNone Active T
User Emall Address Last Login Status

Susan f 2 hours ago Active

Rosa y 3 months ago Active

Jinx ég’ 28 minutes ago ACtive
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4

2. Click Edit for the desired User Role.
3. Click the Features tab.
a. To allow the user to create funds transfers between the main and sub-accounts, scroll
down to the Custom Features section, and turn on the Sub Account Transfer setting.

User Roles > Secondary User & Delete

User Role Policy (3
Transactions  Features  Accounts
FEATURES (@

Q) search

CUSTOM FEATURES

0 ACH File Processor o Account Analysis Statements
0 usiness Billpay Admin o Estatement Preferences

@ |Pay Business BillPay Sub User ) LoanPayments

o Mobile: Enable Mobile Deposit Capture o Statement Notifications

o Stop Payment Cancellation 0 Sub Account Transfer

©®  Synows File Transfer

b. To allow the user to create Sub Account reports, scroll down to the Corporate
section, turn on Information Reporting, then select Sub Account Report from the
drop-down field that displays.

CORPORATE
€ Accelerats AR Biller 550 €)' Accelerats AR Console 550
) Accelerate FX 5SSO Q
) Gateway Remote Deposit S50 | ) Information Reporting (18 of 22 selected) |

| 18 selected |

o " ACH Online Origination
O  Lockbox Image Archive 550

Controlled Disbursement

Manage User Roles
o 2 " User Defined Report Current Day

TRANSACTIONS ' Cash Position Previous Days

~ Sub A t R t
o Allow ACH Company Entry Description Entry

‘Wire Transfer Report Previous Days
GENERATED TRANSACTION

+ User Nefinad Rennort Previnus Navs
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4. Click the Accounts tab.

a. Turn on Deposit and Withdraw for each account the user can use in a Sub-Accounting

funds transfer.

NOTE: To successfully create a transfer, the user must be permitted to the main

account and at least one sub-account.

b. Turn on View for each account the user can use in a Sub Account report.

Transactions Features Accounts
ACCOUNTS @
2l BR
Number Name View Deposit
4642 BROOKS ALSTON v %)
*6605 BRUNSWICK ARTHUR (%) @
This acoount cannot be viewed.
Click or tap to change.

2 of 47 accounts shown

Hide unassigned accounts

Withdraw Labels

@
@

5. Click Save.

Users

Users can access services and accounts based on settings of their assigned User Role. To setup a
user to access Sub-Accounting information and services, assign them to a User Role that supports

it.
(i} Home
User Management
[i’ Messages
A Search Users Add User

3 Transactions
5 PRt User Email Address Role Status Last login
(31 Deposits
o Anna Adams Fishing4Life Admin Role Active aday ago V4
[ml]  Reports
F)  Services Jinx Chastang Fishing4Life Admin Role Active 2 months ago VZa
E  statements Sara Towers Fishing4Life Admin Role Active 10 months ago 7

User Roles

1. Locate the user and click Edit
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2. Scroll down to the User Role section and select the desired role from the list, then click Update
Role.

User Details

Status

Active

Edit Status

PERSONAL DETAILS

First Name Last Name Emall Address
Jinx Chastang

Phone Country Phane

United States 0-

USER ROLE Manage User Roles

Current Role

| Accounting N

Update Role

USER LOGINS

Login Name Channel Status Last Logon Actions

JinxEscrow Internet Mormal 8/19/2021

Cancel
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