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Changes

December 2000: The Internet Banking Guide was extensively
reorganized.

January 2001: Updated procedures and illustrations in Chapter 2
for release 3.3.

February 2001: Revised title page, removed extraneous material,
improved point of view.

April 2001: Revised Confidentiality and Trademarks. New page
numbering format.

Chapter 1: Changed title to Introduction. Moved more specific
information to Chapter 3.

Chapter 2: New Quick Start chapter created from navigation
information.

Chapter 3: Was Chapter 2. Navigation and FAQ moved to
other chapters.

Chapter 4: Created new Frequently Asked Questions chapter.
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About This Guide

Audience

The Internet Bill Payments User’s Guide provides instructions on
using the Internet Bill Payment service. It is assumed that you are
familiar with FXWEB Basic Services.

Internet Bill Payments Service

With the Internet Bill Payments service you can use your PC and
Internet access to direct payments from your checking account to
third parties, such as merchants or individuals. Payments are
made from checking accounts only.

Overview
This guide covers the following topics:

Chapter 1 General Information: This chapter presents a
description of the Internet Bill Payment service payments,
policies, and disclosures about the service.

Chapter 2 Quick Start: This chapter presents the components of
the Payments tab.

Chapter 3 Making Payments: This chapter covers scheduling,
editing, and making a payment to a third party.

Chapter 4 Frequently Asked Questions: This chapter presents a
variety of questions about payments.

7/01/01
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About This Guide Conventions

Conventions

The following conventions are used in this document:

* Abbreviations and Acronyms: Both are spelled out at the
first usage.

* Buttons: Buttons are presented in bold font.

* Changes: A list of changes to the manual precedes the Table
of Contents.

* Cross Referencing: References are made to other
information within this guide and to other documentation.

* Keys: Keyboard keys are capitalized, for example, the CTRL
key.
* Links: Links are bold in the text.

Cautions, Notes, and Tips

Cautions, Notes, and Tips are means of attracting attention to
essential or critical information in a manual. The types of
information included under each are outlined below.

Cautions indicate procedures, practices,

A Caution ... conditions, and statements which, if not
strictly observed, may result in loss of
information or failure of a task or
procedure to operate correctly. Do not
disregard these cautions.

O Notes alert you to essential information
@ Note ... about a task or procedure.
Tips give assistance, shortcuts, or an
A Tip alternate way of doing a task or

procedure.

viii
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About This Guide Cautions, Notes, and Tips

Changes

December 2000: The Internet Banking Guide was extensively re-
organized.

January 2001: Updated procedures and illustrations in Chapter 2
for release 3.3.

February 2001: Revised title page, removed extraneous material,
improved point of view.

April 2001: Revised Confidentiality and Trademarks section.
New page numbering format.

e Chapter 1: Changed title to Introduction. Moved more specific
information to Chapter 3.

* Chapter 2: New Quick Start chapter created from navigation
information.

* Chapter 3: Was Chapter 2. Navigation and FAQ moved to
other chapters.

* Chapter 4: Created new Frequently Asked Questions chapter.

July 2001: Formatting and screenshot changes.

7/01/01 0 2000-2001 FundsXpress Financial Network, Inc. ix



About This Guide Cautions, Notes, and Tips

This page intentionally left blank.

X 0 2000-2001 FundsXpress Financial Network, Inc. 7/01/01



CHAPTER 1 IntrOdUCﬁon

What’s in this Chapter

* Internet Bill Payment Service
* Communications

* Late Fee Guarantee

e Regulation E Disclosures

1 Internet Bill Payment Service
With the Internet Bill Payment service you can use your PC and
Internet access to send payments from your checking account to
third parties, such as merchants or individuals.
Advantages of Internet Bill Payment
The main advantages of the Internet Bill Payment service are the
following:
* Convenience: A large database of companies across the
United States is available for you to use. You can make
payments to anyone—merchants and private parties—as long
as you have a correct U.S. mailing address for them.
* Cost-Efficiency: No stamps, checks or envelopes are needed
to send out bill payments.
7/01/01 0 2000-2001 FundsXpress Financial Network, Inc. 1



Introduction Internet Bill Payment Service

* Time-efficiency: You can set up payments that are
automatically rescheduled for a time period you select.

* Security: FundsXpress Internet Banking services adhere to
the strictest security policies in the industry.

You should not pay your income taxes
A Caution ... With an Internet bill payment, because
most government agencies will not
cooperate with a third party payee in
cases of discrepancy or other disputes.

1.1 Authorization to Charge Accounts

Here are some points concerning account authorization and
responsibility:

* You are responsible for all payments you authorize using the
service.

* You authorize us to debit your designated account(s) for any
transactions authorized through the use of the service.

* If you permit another person to use the service or give them
your passcode, you are responsible for payments that person
makes from the deposit accounts linked to your service
enrollment.

1.2 User’s Guide and Agreements

Before you use the Internet Bill Payment service, please read this
Guide. Your deposit accounts accessed by the service continue to
be governed by the Terms and Conditions of the Internet Banking
Agreement and Fee Schedule in effect at the time, and continue to
be governed by the applicable agreements you have with us
regarding these accounts.

2 0 2000-2001 FundsXpress Financial Network, Inc. 7/01/01



Introduction

Communications

Communications

There are three main methods by which you can contact us,
depending on the situation:

If you need an immediate response, please phone us. For
example, if you need to cancel a payment that has already
started processing, you should call Bank of New Madrid’s
Customer Service.

If you need to communicates sensitive information to us, use
secure email under the User Services tab. We will respond to
you through secure email whenever possible, including
responding to any claim of unauthorized transactions. Our
message will be available for viewing in the Messages tab
within Internet banking.

If you need to communicate non-sensitive information by
email. For example, please notify us of any change to your
personal email address. You can update your personal email
address by clicking the User Services tab, then clicking the
Change Address Information link.

7/01/01
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Late Fee Guarantee

3 Late Fee Guarantee

We will reimburse you for any late payment fees or penalties you
are charged, up to a maximum of $50 per payment, as a result of a
payee not receiving payment made through the Internet Bill
Payment service by the due date.

For this reimbursement to take effect, all of the following
conditions must apply:

You scheduled the payment to be sent at least five business
days prior to the due date.

Correct information was provided to us about the payee
(name, address, account or reference number, and amount).

Your account had sufficient funds to complete the payment on
the scheduled payment date.

The payee was a business payee.

The payee assessed late payment fees or penalties, because
payment was delayed.

If you did not receive notice from us, our service provider, or
the payee at least 10 days prior to your scheduled payment
that would have alerted you to a problem processing
payments from our system.

In no event shall we be liable for damages in excess of your
actual loss due to our failure to complete a payment, and we
will not be liable for any incidental or consequential damages.
There may be other exceptions stated in our account
agreements with you.

For limitations on the late fee guarantee, see Section 4.3
“Liability for Failure to Make Payments” on page 7.
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Introduction Regulation E Disclosures

4.1

4.2

Regulation E Disclosures

Your rights in the event of an unauthorized Internet bill payment
are disclosed in the following sections.

Banking Day Disclosure

Our business days are Monday through Friday. Holidays are not
included.

Customer Action in the Event of Unauthorized Use

You should call us immediately or send a secure email in case one
of the following events occur:

* if you believe your access ID or passcode has been
compromised, lost or stolen

* if you believe that somone has transferred or may transfer
money from your account without your permission

You can find the phone number and secure email under the User
Services tab.

Telephoning is the best way of keeping

A Tip ... your possible losses to a minimum. If
you suggest that an unauthorized
payment may have occurred, we may
require you to sign an affidavit.

7/01/01
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Introduction Regulation E Disclosures

4.3

Potential Liabilities

In the event of unauthorized use of your bill payment service, you
could be liable for the following amounts:

*  You could lose all of the money in your account (plus your
maximum overdraft line of credit) if no action is taken on
your part.

* Ifyou tell us within two (2) business days after you learn that
your access ID and passcode have been compromised, lost, or
stolen, you can lose no more than $50.00.

* Ifyou do not tell us within two (2) business days, and we can
prove that we could have stopped someone from using your
access ID, PIN, or passcode without your permission if you
had told us, you could be liable for as much as $500.00.

* Ifyou do not tell us within 60 days after the statement was
mailed to you, you may not get back any money you lost after
the 60 days if we can prove that we could have stopped
someone from taking the money if you had told us in time. If
a good reason, (such as a long trip or hospital stay) kept you
from telling us, we may extend the time periods.

If your statement shows electronic funds

@@ Note ... transfers that you did not authorize, you
must tell us at once. We may require you
to provide your complaint in the form of
an affidavit.
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Regulation E Disclosures

4.4

Liability for Failure to Make Payments

If we do not send an Internet bill payment on time, or in the
correct amount according to your instructions given in
accordance with this User’s Guide, we will be liable as defined in
Section 1.7 “Late Fee Guarantee” on page 4.

However, there are some exceptions. We will not be liable for the
following cases:

Through no fault of ours, your account does not contain
enough money to make the Internet bill payment or the
account has been closed.

The Internet bill payment would go over the credit limit on
your overdraft line of credit, or the account has been closed.

You have not properly followed the scheduling instructions on
how to make an Internet bill payment contained in this User’s
Guide.

Your computer, software, phone lines or the Bank of New
Madrid’s computer systems were not working properly or
were temporarily unavailable, and this problem should have
been apparent to you when you attempted the Internet bill
payment.

7/01/01
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Regulation E Disclosures

Other Exceptions to liabilities for failure to make payments

Circumstances beyond our control prevented the Internet bill
payment, despite reasonable precautions that we have taken.
Such circumstances include telecommunication outages,
postal strikes, delays caused by payees, fires, and floods.

We have placed a “hold” on funds in your account in
accordance with your knowledge or reasonable business
procedures.

We have received incomplete or inaccurate information from
you or a third party involving the account or Internet bill
payment.

A court order such as a garnishment or other legal process
prevents us from making an Internet bill payment.

We have reasonable basis for believing that unauthorized use
of your access ID, PIN, passcode, or designated account has
occurred or may be occurring, or if you default under this
disclosure, or any other legal Agreement with us, or if we or
you terminate this Agreement.
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Introduction Regulation E Disclosures

4.5

4.5.1

45.2

Errors or Questions about Your Payments

Internet Bill Payments

In case of errors or questions about your electronic Internet bill
payments, call or write to us immediately. You can find the phone
number and secure email under the User Services tab.

Statements

If you think your statement is wrong or if you need more
information about a payment listed on the statement, you must
contact us immediately. We must hear from you no later than 60
days after we sent the FIRST statement on which the problem or
error appeared, and you must:

1. Tell us your name and account number.

2. Describe the error or other payment you are unsure about, and
explain as clearly as you can why you believe it is an error or
why you need information.

3. Tell us the dollar amount of the suspected error.

7/01/01
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Regulation E Disclosures

453

Time Limits for resolving statement errors

The following time limits may be in effect for us to resolve
erroneous statements:

If you tell us verbally, we may require that you send your
complaint or question in writing within 10 business days. We
may require you to provide your complaint in the form of an
affidavit.

We provide the results of our investigation within 10 business
days (20 business days if the suspected error occurred outside
the United States or if it occurred at a merchant location for
the purchase of goods and services) after we hear from you
and correct any error promptly.

If we need more time, however, we may take up to 45 days
(90 days if the suspected error occurred outside the United
States or if it occurred at a merchant location for the purchase
of goods or services) to investigate your complaint or
question.

If we decide to do this, we provisionally credit your account
within 10 business days (20 business days if the suspected
error occurred outside the United States or if it occurred at a
merchant location for the purchase of goods or services) for
the amount you think is in error, so that you have the use of
your money during the time it takes us to complete our
investigation.

If we ask you to put your complaint or question in writing and
we do not receive it within 10 days, we may not provisionally
credit your account.

If we determine that there is no error, we will send you an
explanation within three (3) business days after we finish our
investigation. You may ask for copies of the documents that
we used in our investigation

10
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Regulation E Disclosures

4.6

4.7

Account Information Disclosure

We will disclose information to third parties about your account
and the payments you make:

When it is necessary for verifying or completing payments or
resolving a problem related to a payment.

In order to verify the existence and the condition of your
account for a third party, such as a credit bureau or merchant.

In order to comply with government agency or court orders.

At Bank of New Madrid’s discretion, to any subsidiary or
affiliate.

If you give us your written permission.

As otherwise permitted in the Deposit Terms and Conditions
and Disclosures, by law, or as required by government
regulations.

Documentation and Verification of Payments

Information regarding Internet Banking transactions will be
reflected on your regular monthly statement for the account from
which payments are made.

7/01/01
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Introduction Regulation E Disclosures

4.8

Inactivity and Termination

You are responsible for complying with all the terms of your
Internet Banking Agreement and other agreements governing the
deposit accounts which you utilize for Internet bill payment
services.

Inactive Status

We may convert your account to inactive status if you do not sign
on to the service during any consecutive 90-day period. If your
account is considered inactive, you must contact us to have the
service re-activated before you will be able to schedule any
transaction through the service.

Account Termination

We can terminate your Internet bill payment privileges under this
Agreement without notice to you under the following conditions:

* Ifyou do not pay any fees required in this Agreement when
due

* Ifyou do not comply with the Agreement governing your
deposit accounts

* Ifyour deposit account is not maintained in good standing

12
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Regulation E Disclosures

4.9

Change In Terms

We will mail or deliver a written notice to you at least 30 days
before the effective date of any change in a term or condition
disclosed in this Agreement if the following occurs:

the change would result in increased fees or charges.
the change would result in increased liabilities for you.

the change would result in fewer types of available electronic
fund transfers.

the change would result in stricter limitations on the
frequency or dollar amounts of transfers unless prior notice is
excused by law.

If you agree, we may send any such notice of change in terms
to you only via electronic mail. Please contact us by secure
email or telephone to find out more about electronic
disclosures.

7/01/01
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CHAPTER 2 A Q“iCk Tour of the

Payments Tab

What’s in this Chapter

* Accessing the Payments Tab
* The Payments and Payees Screen

1 Accessing the Payments Tab
In the Payments tab, you can navigate around the various screens
by clicking the screen links.
* To reach the Payments section, click payments.
Your Fi
The Payments and Payees screen appears.
7/01/01 0 2000-2001 FundsXpress Financial Network, Inc. 15



A Quick Tour of the Payments Tab Accessing the Payments Tab

2 The Payments and Payees Screen
Upon clicking the Payments tab, you will see the Payments and

Payees screen, where you can schedule, edit, or view your
Internet Bill Payment transactions.

Payments and Payees Screen

Quick Balance
Payments Links
Tab
Cut-off Times

Pending Poaliey Faymamin: b0 S00aid e npred g peasrd @ oo b s e b S o pagee
Payments B U s T e Py CACh 8 oo e B e B R
Table H Faygs s v Ghpiiid lewd v femea o = Dila | Aocss be ] Baind | Wik belasies
Tl ] [r=rrr ] mE ] .'l'lﬂtl-l-'i ] “'\'*\'T.-._ LF == L
EELAT DO | [i=e ke |] | 'I'\ll'\l. | T IR ST “-lu.l_.
ERLLE M ET1IDEST (LS | =gt ] | ek o] | Vet Pt m lul-wr:du—l u—h.du-
LT LT LYRITES I [P | 'I'll:l. ] .nn-lrh.-q “ﬂ-—l-._ lu.l_.

Srhmdaied BB Tl 3.
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A Quick Tour of the Payments Tab Accessing the Payments Tab

21 Payment Links
You can move to a Payments screen by clicking one of the
following links at the top of the screen:
e el
*  PAYMENTS AND PAYEES: View your Pending
Payments.
* ALL PAYMENTS HISTORY: Find information on past
payments.
*  NEW PAYMENT: Create a new payment.
*  REPORT A PROBLEM: Send a description of your
problem to Customer Service.
7/01/01 0 2000-2001 FundsXpress Financial Network, Inc. 17



A Quick Tour of the Payments Tab Accessing the Payments Tab

2.2 New Unscheduled Payment

To create a new unscheduled payment to a payee, click the New
Unscheduled Payment dropdown list. Then use the unscheduled

payment as a template for making payments.

To create a new unscheduled payment:

*  On the New Unscheduled Payment list, select a payee, and

then click the Go! button.

- .
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A Quick Tour of the Payments Tab Accessing the Payments Tab

23 Quick Balance
The Quick Balance box shows your Internet accounts and current
balances.
To change the accounts appearing in the Quick Balance box:
* C(Click the edit account list link.
Your Fi
I'l.r_. i I”l\'.‘i.lﬂ HEY &b PRSTL e bl BaSUDRTE bi-g IR T
et P T CARFOET 4 n-n-u.-l.— L
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B ivavs efl ey
@
7/01/01 0 2000-2001 FundsXpress Financial Network, Inc. 19



A Quick Tour of the Payments Tab Accessing the Payments Tab

24 Cut-off Times

The Cut-off Times displayed near the top left of the screen tell
you how late you can add or edit a payment, so that it will go out
in the next processing cycle.

The Cut-off Time is shown as Central
Division Time (CDT). If you live in
On another time zone, you must add or
% Note... subtract the appropriate time. For
example, if you live in the Eastern
Standard Time zone, you must add one
hour to the Cut-off Time.

241 Cut-off Times for Adding Payments

You can add new payments and schedule them to go out in the
next processing cycle if you submit them by the Cut-off Time (or
Add Cut-off Time if your screen has two cut-off times) on a
business day.

Payments scheduled for non-business days are issued the next
business day.

HALL PATHIEHTE HETL
aHRFCR LA FROWLAW

20 0 2000-2001 FundsXpress Financial Network, Inc. 7/01/01



A Quick Tour of the Payments Tab

Accessing the Payments Tab

24.2

Cut-off Times for Editing Payments

If your screen has a separate Edit Cut-off Time, you can always
edit or delete existing payments that are scheduled to go out the

next processing cycle if you make the changes by the Edit Cut-off

Time.

Payments scheduled for non-business days are issued the next

business day.
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A Quick Tour of the Payments Tab Accessing the Payments Tab

25 Pending Payments Table

The Pending Payments table shows all pending scheduled and
unscheduled payments. Electronic payments, which take less than
three days to process, are marked with a green asterisk.

o i
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The following information is shown for each payment:

* Payee: The designated name of the payee.

* Scheduled Date: The date the payment will be made.

* Amount: The amount of the payment.

e ID Number: The FundsXpress-assigned number for the
specific payment.

* Account Number: The Bill Payment user’s account number
with the payee.

* Type: The type of payment transaction: fixed-recurring,
variable-recurring, occasional, or one-time.

* Period: The payment period of recurring scheduled payment.

You can sort the table by clicking on the
A Tip ... Payee, Scheduled Date, or Amount
heading.
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A Quick Tour of the Payments Tab Accessing the Payments Tab

For actions specific to one payment, click the links under the
Make a Selection column in the Pending Payments table.

+ Pay/Edit: Change the information on pending payments
and schedule unscheduled payments.

* Delete: Remove this payment from the Pending Payments
table. The payment will not be processed if you remove it
before the Cut-off Time.

* History: Search and compile a list of previously made
payments.

Johnry Fixe!
W Py Elt | Mokt | Bt
Internet 02ME/2001 $1.00 | 1842335 2468 el Monthly | B Pays Bdit
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CHAPTER 3 Making Payments

What’s in this Chapter

* Understanding Transaction Types

e Calculating the Payment Date

* Canceling or Changing Payments

* Using the Payee Database

* Creating an Unscheduled Payment to a New Payee
* Scheduling a Payment

* Deleting a Payment

* Viewing a Payment History

* Cancelling a Payment

* Reporting a Payments Problem

1 Understanding Transactions Types

There are four types of payment transactions that you should be
familiar with:

* Unscheduled payments

* Fixed-recurring payments

* Variable-recurring payments

*  One-time payments
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Making Payments Understanding Transactions Types

1.1 Unscheduled Payment Templates

A payment is considered an unscheduled payment when the
payment is not scheduled, but saved in the Pending Payments
table for future use.

Use this option to make payments to someone you expect to pay
occasionally.
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111 Fixed-Recurring Payments
A payment is considered a fixed payment when it is issued for the
same amount on a regular basis—for example, monthly or
quarterly—on the same recurring payment date.
You need to provide the following information:
* Payee information (e.g., remittance address, account number

to be credited)

* Recurring payment amount
* Frequency of the payment
For example, a Bill Payment user can pay the Premium Mortgage
Company $800.00 on the first of each month and Premium
Insurance Company $350.00 once a quarter on the 15th (March
15, June 15, and so forth).

1.2 Variable-Recurring Payments
A payment is considered a variable payment when the payment
amount, payment date, or both vary each time you schedule a
payment.
You establish the payee by providing the payee information
(remittance address, account number to be credited), but no
payment is issued until you enter a payment amount and
scheduled payment date.
For example, a Bill Payment user can pay his or her telephone bill
on the 15th of each month.
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1.3

1.4

One-Time Payments

A payment is considered a one-time payment when the payment
is scheduled for a one-time-only payee. Use this option to send a
payment to a payee you do not expect to pay again. Once this
payment is sent out, the payee is removed from the database and
no new payment is created.

If you have privacy concerns, you may want to use the one-time
payee for payments to individuals. One-time payees are removed
from the database more quickly.

Summary of Payment Types

TABLE 1. Internet Bill Payment Types

Payment Type | Characteristics
Unscheduled | Amount is entered, but Date is unknown.

Fixed-recurring | Amound and Date do not vary per period.
Variable-recurring | Amount and Date vary per period.
One-Time payment | Amount and Date are one-time only.
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Calculating the Payment Date

When paying a bill, select a date far enough in advance to allow
ample time for the payment to arrive and be processed by the

payee.

We ask that you allow a minimum of five (5) business days
—excluding Federal holidays—from the scheduled payment date
to the payee’s due date.

The scheduled payment date is the date the payment is issued
from your account and either transmitted electronically or placed
in the U.S. Mail for delivery.

Schedule your first payment a couple of
days earlier than normal. When you
. receive your statement, review it to see
A Tip ... how long it took for the payment to post
to your account. Allow that much time
when scheduling additional payments to
that payee.
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If the Payee can receive Electronic Payments

If your payee can receive payments electronically, the payment
will be made electronically. Allow about 2 business days for the
payment to post. The electronic payment will be sent at the end of
the business day on the scheduled payment date. (If the scheduled
payment date is not a business day, then it will be sent at the end
of the next business day.)
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If the Payee cannot receive Electronic Payments

If your payee does not accept electronic payments, the payment
will be made by check. Allow 5 to 7 business days. The check
will be sent as first-class mail through the US Post Office on the
business day after the scheduled payment date. The payment will
take the same amount of time to arrive as if you mailed the check
yourself.

Call us for help calculating when payments are deducted from
your account. You can find the phone number in the user services
tab.

The date your payment is posted
depends on the payee. If you are paying
@ a 1?111, please note that the company
% Note... might take longer to post payments
made in this manner, since the payment
is not mailed with the bill itself.
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21 Examples

First Time Internet Bill Payment to VISA

If you schedule a payment for May 1 to VISA and your VISA
statement shows that it posted on May 8, allow 6 business days
for VISA payments. However, if the payment posted on May 13,
you must allow 9 days. This doesn’t mean it took 9 days for the
payment to reach VISA. It means that it takes longer for VISA to

process this type of payment.

TABLE 2. Determining Payment Dates based on Payee Statements

Scheduled Bill Post Date on VISA

Payment Statement Next Time
May 1 May 8 allow 6 days
May 1 May 13 allow 9 days
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Mortgage Payment with Grace Period

In another example, you have a mortgage payment due the first of
every month with a grace period through the fifteenth. When
scheduling the mortgage payment, use the first as the Date to
Send Payment. This allows about 10 days for the payment to
arrive and be processed by the 15th.

TABLE 3. Determining Payment Dates based on Grace Periods

Scheduled Bill
Payment Grace Period Next Time
May 1 May 15 Select the 1st as “Date to

Send”
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2.2 Processing Deadlines (Cut-off Times)
You may access Internet banking 24 hours a day, 7 days a week,
to schedule payments. The Cut-off Time displayed near the top of
the screen tells you how late you can add or edit a payment and be
sure that it is in the next processing cycle.
Please note the following points:
* Variable payments may be scheduled to be sent in the next
processing cycle or scheduled to be processed at a future date.
* Any payments scheduled to pay immediately will be sent in
the next processing cycle, as long as you scheduled them
before the Add Cut-off Time.
* Payments scheduled for non-business days are issued the next
business day.
PmeR s BPATR EFTH AMD FATEES BALL FAFMENTE HBTCRY
&R PATRILAT aHRFCR LA FROWLAW
[P dowi Leachad ued Fasme jﬂ
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23

Availability of Funds and Insufficient Funds

Your account will be debited for payments on the scheduled
payment date. For more information, see Section 2.3 “Processing
Deadlines (Cut-off Times)” on page 34.

Funds must be available in your Internet Bill Payment account by
the end of the business day before the scheduled payment date in
order to issue scheduled payments.

If your account does not have sufficient funds to issue the
scheduled payment, you may be charged an insufficient funds
charge.

If any payment has not been issued due

@@ Note ... to insufficient funds, the system will
attempt to pay again on the next
business day. Remember to cancel any
pending payments of this nature if you
have made other arrangements for
payment with the payee, to avoid
duplicate payments.
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31

Using the Payee Database

A payee is the person, business, or organization you make a
payment to. The terms payee, merchant, and vendor are used
interchangeably to refer only to third parties in the United States
to whom payments are issued through the Internet Bill Payment
service.

Searching for a Payee

To begin a new payment, you must first search our payee database
to avoid creating duplicate entries. Our system searches for a
payee who accepts electronic payments and then for all other
payees, to help you find the payee with the fastest available
payment method.

If you find the payee in our database, you can select that payee,
and then click the Submit button. Your new unscheduled
payment is in the Pending Payments table.
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3.2

Adding a Payee

If you are certain your payee is not in our database, you can then
add the payee.

After entering the payee information, you will see a confirmation
screen. If any information is incorrect, cancel the confirmation
and correct the information. When the payee is successfully
added, your new unscheduled payment appears in the Pending
Payments table.

Adding the Account or Reference Number

When you set up new payees, the personal names, addresses, and
phone numbers are added to the payee database. Also, we
strongly suggest you provide your account or reference number
with the payee so they will know where to credit the payment
when they receive it.

If you are concerned about the privacy

A Ti of your payee, use the One-Time Payee
option for payments to individual
consumers. One-Time payees are
removed from the database more
quickly.
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Creating an Unscheduled Payment to a New

Creating an Unscheduled Payment to a New

Payee

To create a new payment to a payee, create an unscheduled
payment, add the payee to the database if not present, and then
schedule the payment.

1. Click the NEW PAYMENT link in the toolbar.
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The New Payment/Payee screen appears.

Due to liability issues, we will not

A Caution ... accept Internet bill payments to federal,

state or local tax agencies.

38

0 2000-2001 FundsXpress Financial Network, Inc. 7/01/01



Making Payments Creating an Unscheduled Payment to a New

2. Type the payee name in the Payee box, and then click

Submit.
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Adding a payee to the Database

If the payee is not in the database, the customer must add the
payee to the FundsXpress customer database.

To add a new payee, do the following:

1. On the New Payments/Payee screen, type the payee name in
the Name box.

2. Type the city name in the City box.
On the State/Region list, select the state of the payee.

4. Type the zipcode in the ZIP/Postal Code box, and then click
Submit.

Your Fl

payments |accounts |transfers | cash user services | messag
management

\_Padjmdnts —
Ackd Cutcf Theres T BTt
1400 prn COT
| Make a Payment — Select Payee j Go |
® HELP
NEW PAYMENT/PAYEE

Your payee may already be in our database. To begin a new payment, type in the payee information below and click the
"Submit" buttan.

You can search for 2 payee without entering aif of the Information. Enter what vou do know. For example, “Ans” would fing
“Anstin® specesstully. However, only enter exact zipdpostal codes.

Hame: [Cable Cormpary

city: |
State/Region: I Search All 'l
Zip/Postal Code (5 digit): |1 2345

Country: US

Submitl Cancel |

Because your payee is a new addition to the database, the screen
will return with a “No Payees in the database” screen.
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Creating an Unscheduled Payment to a New

5. Click the Add Payee button.
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The Add New Payee screen appears.
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6. Type the Payee name, address, city, state, zip code, and phone

number (if known) into their respective fields, and then click
Add Payee.
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The Add a Payee Confirmation screen appears.
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Creating an Unscheduled Payment to a New

7. After confirming the information, click Add Payee.
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Making Payments

The following screen will inform you that your payee was
successfully added to the database.
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Payee Added. Please Review.
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Creating an Unscheduled Payment to a New

The screen will appear for a few seconds before the Pending
Payments screen appears.
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Notice that the new unscheduled entry—Maria Online—is on the
Pending Payments table.
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5 Scheduling a Payment

To schedule an unscheduled payment, do the following:

1. In the Make a Selection column, click the pay/edit link.
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The Edit Payment screen appears.
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2. In the Pay From list, click the account from which to pay the
bill.

T T
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3. In the Date to Send Payment box, enter the date that the bill
will be sent to the payee.
4. Inthe Amount box, enter the amount of the bill. For amounts
less than one dollar, enter a zero before the decimal (e.g.,
0.50).
5. In the Account # with Payee box, enter the account number.
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6. In the Frequency box, select an option that determines if the
bill payment will be rescheduled or not.
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7. Inthe Period box, select the option that determines how often
a bill payent will be rescheduled.
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8. Inthe Memo box, enter a short description of the payment (50
characters or less). This step is optional.
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9. Click Submit Changes.
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The following screen will flash for a few seconds to inform your
customers that the changes have been made.
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Change(s) Made. Please Review.

The system will check this account’s

@@ Note ... Xpress Balance for sufficient funds
before sending the payment. If you have
insufficient funds, the payment will be
automatically rescheduled and your will
be notified with an Urgent Message.
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The payment will appear on the Pending Payments table with a
scheduled date.
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If you have scheduled an occasional

@@ Note ... payment, when the payment is
processed it will become an unscheduled
payment. You can use the unscheduled
payment as a template for making
another payment by editing it.
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6 Deleting a Payment
To delete a payment from the Pending Payments table:

1. In the Make a Selection column, click the delete link.
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The Delete Confirmation screen appears.
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2. Confirm the information, and then click Continue.
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The following screen will appear for a few seconds on your
customer’s computer:
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Bill successfully deleted,

The Pending Payments screen will appear again without the
deleted payment.

Srnli i Fiprari [ ol il o deisin d o B g ool 06, 0 viime & Srilary of pdpra el ln By an
oy By o grsgiyy By "l gk g aig b by g ing Clomd e p opylpe e oo rfmergienn fp pe e pried

Provms Bl T ifnnu-rul!'li—nl'rlth |ur.u:||r. Togel |r-1u.1| Linbn el i |
bt musNeL | oain | llm|=-w:-uJ| B Tas | Pt Mumrng | Wery | Misdis | Miven |#isi |

mnmw-l o |

52 0 2000-2001 FundsXpress Financial Network, Inc. 7/01/01



Making Payments Viewing a Payment History

7 Viewing a Payment History
To view a payment history:

1. On the Pending Payments table, click the history link.
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The Payee History screen appears.
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2. In the From field, type the start date.
3. In the To field, type the end date.

4. Click View History.
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5. View the payment history, and then click Done.
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DA 04700 EERAT | 1pI4EEN | (0401113 . {Marthity | Poarmssnt | $4200
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The Pending Payments screen appears.
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71 Viewing All Payments History

To view all payments for a specific time period:

1. Click the All Payments History link.

Pavyments H}/
B FAYMENTS AMD PAYEES mALL PAYMENTS HISTORY

o MEW PAYMENT s REFPORT APROELEM

lacdd Cut-off Time:
00 pr i |Make a Payment— Select Fayee - GD!l

2. On the All Payments History screen, type the dates in the
From and To fields, and then click View History.

AlLL PAYMENTS HISTORY
Enter the dates forwhich you would like a histony

From: |04/23/2001

T: [05/23/2001

“iew Histony J\Cancel |
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All payments in the given date range appear.
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8 Canceling a Payment

The processing deadline is the Edit Cut-off Time for changes to
payments scheduled to be processed that business day. Up to that
time, you may go into any pending payment and revise the
amount—change to $0.00 to cancel—or payment information.

To cancel a payment:

1. On the Pending Payments table, under the Make a Selection
column, click the pay/edit link.

2. On the Edit Payment screen, type 0. 00 in the Amount box
or clear any existing payment amount.

3. Click Submit Changes.

If the payment is no longer in
@@ Note ... unscheduled or scheduled status, you
cannot edit it.
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9 Reporting a Payments Problem
To report a payments problem to Bank of New Madrid:

1. Click the Report a Problem link.

Pavyments
B FAYMENTS AMD PAYEES mALL PAYMENTS HISTORY

8 NEW PAYMENT s REFORT 4 PROBLEM <@—1
ledd Cut-off Time:
100 pm CST |Make a Payment— Select Fayee - GD!l

2. Enter the the information in the Payee’s Name, Payee
Account #, Payment ID no., and Description of Problem
fields, and then click Send.

Payment Problem
Name: Maria Online
Institution: Your Fl
Date: 05/23/2001

FPayee's Name: I

Fayee Account #: I

Fayment 10 nao: I

Description of Problem: ;I

H

Sendl Cancel |

The message will be sent to Bank of New Madrid.
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CHAPTER 4 Fl‘equenﬂy Asked
Questions

1 Overview

General Bill Payment questions:

*  What are Internet bill payments?

*  Who can use the service?

* How are payments made?

* How far in advance must I schedule payments?

*  Who can I make payments to?

* Can I send a check to myself?

*  What if I have insufficient funds?

* Can I default to a different screen when I log on rather than
going straight to payments?

*  What do Add Cut-off Time and Edit Cut-off Time mean?

e (Can we have two names on our checks?

*  Will I be responsible for bill payments if an unauthorized
individual schedules a payment without my permission?

*  Who should I contact if I suspect an unauthorized transaction?

Setting up payments:

*  What does the message “Not authorized for the service”
mean?

* How do I register?

* How long does it take to start up the service?
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Getting started with Payees:

How do I find out if a payee is in your database?
How do I add a new payee?

When I add a new payee, can I pay them right away?
Can I pay my taxes with Internet bill payments?

Can I send more than one bill for the same dollar amount,
same day, to the same payee?

Choosing a Payee:

Why do some payees have an asterisk (*) by their name?

Why are there so many payees with the same name but
different addresses?

Why are there some payees with the same name and address?
Why do I have to search for a payee before I can add one?
How do I know if a payee accepts electronic payments?

Account and ID numbers:

What does the “convert account number” error message
mean?

What are account numbers?
Do I have to use account numbers?
In the Pending Payments table, what is the “ID No.”?

Starting a payment:

How late can I set up a payment to go out the same day?
How often and when are payments sent out?
Can I choose the payment method?

Do payments go out if I have insufficient funds in my
account?

Can I send more than one payment for the same dollar
amount, same day, to the same payee?

How can I get more than one name printed on my payments?
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Other Bill Payment Concerns:

If the payee does not receive my payment, who pays any late
fees?

What happens if the payment is rejected by the payee?

If several customers are paying the same payee on a particular
business day, how many checks are sent?

If a customer wants to issue a stop payment on their payment,
does that affect any other customers making a payment to the
same payee on that day?

How do I know if the payment has reached the payee? Is this
information available on my account(s)?

If a payment fails to be sent for any reason, will I be notified?

Is there a deadline for when I can change my bill payment
before it is sent?

How do I stop a bill payment made online?

How much money could I lose for an unauthorized
transaction?

Troubleshooting:

Why hasn’t a payment posted after the seventh day?
Who should I contact if I have a payment inquiry?

7/01/01
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General

Q: What are Internet bill payments?

A:

A service that allows you to set up payments to just about
anyone in the Unites States. You select the person or company
to make a payment to, and the payments system will withdraw
the money from your account and send the payee a paper
check or an electronic payment. You can schedule payments
in advance. You can even set up payments to reschedule
themselves automatically.

Q: Who can use Internet bill payments?

Az

Anyone who uses this Internet banking site and meets certain
criteria. Customer Service can give you specific information
and activate the payments service for your account. There
may be a fee for this service.

Q: How are payments made?

Az

A third-party payment processor makes the payment for you.
The system automatically deducts the amount from your
account. Depending on the payee, payments are sent as paper
checks or electronic payments.

Q: How far in advance must I schedule payments?

Az

For payees who accept electronic payments, two business
days are usually enough. If we must send a paper check, allow
five to seven business days for the payment to arrive for
posting. Remember, the payee might not post the payment
immediately.

Q: Who can I make payments to?

A:

Anyone in the U.S., if you have their mailing address. We
have many companies already on our national database, but
you may add anyone to your list of payees as long as you
supply the mailing address.
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Q: Can I send a check to myself?

A:

Yes. In the Payments tab, select New Payment from the
toolbar. Enter your name and click the Submit button. When
the search results appear, click the Add Payee button, enter
your address, and click Add Payee again. Your name will be
added to the payee database.

If you have privacy concerns, you may want to use the one-
time payee. One time payees are removed from the database
more quickly.

Q: What if I have insufficient funds?

Az

If there are not sufficient funds in the account’s Xpress
Balance, the payment will not be made and you will not be
charged. You will receive an Urgent Message notifying you
that the payment cannot be made due to insufficient funds.
Our system will attempt to make the payment once a day until
there are sufficient funds or the payment is cancelled.

: Can I default to a different screen when I log on rather

than going straight to payments?

: Yes, you can select which section you want to view first. Click

the User Services tab. Under the Manage Your Account
heading, click the User Preferences link, then the Start
Section link. Use the select menu to choose the section you
want to see when you first log on.

Q: What does Add Cut-off Time and Edit Cut-off Time

Az

mean?

The Cut-off Time displayed near the top left part of your
screen tells you how late you can add or edit a payment and be
sure that it begins processing the same day.

* Add Cut-off: is the last possible time you can add new
payments and schedule them to go out the next processing
cycle.

+ Edit Cut-off: is the last possible time you can edit or
delete existing payments and have them go out the next
processing cycle.
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If only the Add Cut-Off time is visible, then all existing
payments must be updated or deleted before this time

Q: Can we have two names on our checks?

A

The Reorder Checks form in the Services section cannot be
used to change the name printed on your checks. For security
reasons, you must contact Customer Service at Bank of New
Madrid directly to order checks with new names printed on
them.

Q: Will I be responsible for bill payments if an unauthorized

Az

individual schedules a payment without my permission?

You could lose all of the money in your account (plus your
maximum overdraft line of credit). If you tell us within two
business days after you learn that your access ID and
passcode have been compromised, lost, or stolen, you can lose
no more than $50.00 if someone used your passcode without
your permission. If you do NOT tell us within two business
days, and we can prove that we could have stopped someone
from using your access ID, PIN, or passcode without your
permission if you had told us, you could be liable for as much
as $500.00.

Also, if your statement shows electronic funds transfers that
you did not authorize, you will tell us at once. We may require
you to provide your complaint in the form of an affidavit. If
you do not tell us within 60 days after the statement was
mailed to you, you may not get back any money you lost after
the 60 days if we can prove that we could have stopped
someone from taking the money if you had told us in time. If
a good reason (such as a long trip or hospital stay) kept you
from telling us, we may extend the time periods.

Q: Who should I contact if I suspect an unauthorized

A:

transaction?

If you believe your access ID or passcode has been
compromised, lost, or stolen, or that someone has transferred
or may transfer money from your account without your
permission, you must call us immediately, or send a secure
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email message. You can find the phone number and secure
email under the User Services tab.

Telephoning is the best way of keeping your possible losses to
a minimum. If you suggest that an unauthorized payment may
have occurred, we may require you to sign an affidavit.
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3 Setting up Payments

Q: What does the message “not authorized for the service”
mean?

A: It means that you have not been set up for the service yet. If
you requested the service more than a few days ago, you
might want to contact Customer Service at the phone number
under the User Services tab.

Q: How do I register?

A: Contact Customer Service by phone or email. There is usually
a fee for the service.

Q: How long does it take to start up the service?

A: It usually takes one or two business days.
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4

41

Payees

Getting Started with Payees

Q: How do I find out if a payee is in your database?

Az

Our database of payees is searchable. Click the New
Payment link in the toolbar. You will see a screen with a form
for finding a new payee. Fill out the form with as much detail
as possible, and then click the Submit button. The system
displays any possible matches. If you see the exact payee you
were looking for, click the Use this Payee button. If it is not
listed, use the Add Payee button to add it to the database.

: How do I add a new payee?

: If you have searched the database for a payee and did not see

it in the list of possible matches, go to the bottom of the
screen with the list and click the Add Payee button. On the
Add Payee screen, fill as much information as possible. You
must provide a correct name and mailing address.

Q: When I add a new payee, can I pay them right away?

Az

>

Yes. You can immediately schedule a payment. There may be
an extra day or two added to the delivery schedule due to the
time required to verify the address. The first payment to all
new payees is in the form of a paper check since it is not
possible to certify the electronic payment quickly enough to
meet the schedule date.

: Can I pay my taxes with Internet bill payments?

No. We don’t recommend it because your tax payment would
arrive without your tax return forms, making it much more
difficult to process. In addition, the Internal Revenue Service
(as well as most other government agencies and state taxation
authorities) will not cooperate with a third-party payment
processor in cases of discrepancy or other disputes.
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4.2

Q: Can I send more than one bill for the same dollar amount,

same day, to the same payee?

A: No, our system will not allow duplicate payments set up for

the same payee, on the same day and for the same amount.

You will receive the following error message: “Your
institution’s billpayer does not support making more than one
payment to the same payee on the same day for the same
amount.”

Choosing a Payee

Q: Why do some payees have an asterisk (*) by their name?

Az

These are some of the payees who will be sent an electronic
payment instead of a paper check.

Q: Why are there so many payees with the same name but

A:

different addresses?

Often this is because each regional and local office may only
accept payments for their area. This can also be caused by
customers adding payees that already exist, but using a
different address.

Q: Why are there some payees with the same name and

Az

address?

Several things can cause this. Since the system allows
customers to set up and pay any payee, some people may
accidentally add a payee already in the database.

This can also be caused by companies being split into more
than one payee, with each payee only serving some of their
customers. For instance, a credit card company may be
entered as several payees, each for the use of a certain range
of credit card numbers. Select any payee that matches your
search.
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Q: Why do I have to search for a payee before I can add one?

A:

Since the system allows you to set up and pay almost anyone,
some people may accidentally add a payee already in the
database. By searching first, the system can avoid creating
duplicates. If the payee isn’t found, just click the Add Payee
button. Fill in any missing information and click the Add
Payee button again.

Q: How do I know if a payee accepts electronic payments?

Az

The search results mark payees who accept electronic
payments with an asterisk (*). However, some of the payees
who accept electronic payments are not marked this way. The
only way to be sure is to add a payment. After the payment
has been added to Pending Payments, click the view/edit link
to see the sample check. The payment method appears on the
check. If the check shows that the payee will receive payment
in two business days, the payment will be electronic.
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Account and ID Numbers

Q: What does the “convert account number” error message

A:

mean?

The error message: “Our system was unable to convert your
payee account number to a format accepted by this payee” can
appear if you are paying a company that issues account
numbers only in certain formats. For instance, the company
might require two letters followed by six numbers, or a “4” or
a “5” followed by exactly ten more numbers. If you enter an
account number that does not match this format, the system
displays an error message and explains how many numbers
and how many letters the account number should use. Check
your account number and make sure you entered it correctly.

Q: What are account numbers?

A:

Many companies, such as credit card companies, utilities, and
magazines, assign their customers an account number. This
number usually appears somewhere on your bill from them. If
you have a credit card, for instance, your account number
would be your credit card number.

Q: Do I have to use account numbers?

Az

That depends. It is very important that you fill in this number
when making a payment to a company that uses them, so the
payee knows whose account to credit. Many companies
require their customers to write their account number on
paper checks as well.

If you do not have an account number with the payee (for
example, if you are making a payment to a relative), we
suggest that you enter your name into the account number
space. You may enter up to 25 characters.

Q: In the Pending Payments screen, what is the “ID no.”?

Az

We assign a different ID number to each payment you make.
We can then use that number to track any payments you have
questions or concerns about. To report a problem or ask a
question about a payment, please click the Report a Problem
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link in the toolbar and fill in the form, including the ID
number for that payment.
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6.1

Making Payments

Starting a Payment

Q:
A:

>

How late can I set up a payment to go out the same day?

Submit the payment by the Add Cut-off Time on a business
day. Find the Cut-off Time in the upper left corner of the
Pending Payments screen.

: How often and when are payments sent out?

: Payments are made daily, excluding weekends and federal

holidays. Usually all payments are sent out by 2:00 or 3:00
pm.

: Can I choose the payment method?

: No. If the sample check where you enter the payment

information tells you the payee will receive payment in two
business days, the payment will be electronic. Otherwise, the
payee will receive a paper check.

: Do payments go out if I have insufficient funds in my

account?

: No. If there are not sufficient funds in the account’s Xpress

Balance, the payment will not be made and you will not be
charged. You will receive an Urgent Message notifying you
that the payment cannot be made due to insufficient funds.
Our system will attempt to make the payment once a day until
there are sufficient funds or the payment is cancelled.

: Can I send more than one payment for the same dollar

amount, same day, to the same payee?

: No, our system will not allow duplicate payments set up for

the same payee, on the same day and for the same amount.

You will receive the following error message: “Your
institution's billpayer does not support making more than one
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6.2

payment to the same payee on the same day for the same
amount.”

Q: How can I get more than one name printed on my

A:

payments?

At this time our bill payment processor only uses the first
name shown on the account. A married couple can have the
first name changed to include both their first names, for
example “Bob and Mary.”

Other Concerns

Q:

A:

>

If the payee does not receive my payment, who pays any
late fees?

That depends. If a payment is not received by the payee it
could be due to any number of reasons. Contact Customer
Service immediately. You can find the phone number under
the User Services tab. If the payee was properly entered and
verified and the payment was not sent due to a payment
processor error, the payment processor will pay any late fees.

: What happens if the payment is rejected by the payee?

: You will be contacted to get the necessary information to

correct the problem.

: If several customers are paying the same payee on a

particular business day, how many checks are sent?

: A separate check is sent for each customer. However, all the

checks for a particular payee may be sent in one envelope.

: If a customer wants to issue a stop payment on their

payment, does that affect any other customers making a
payment to the same payee on that day?

: Since there are separate checks, this does not pose a problem.
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Q: How do I know if the payment has reached the payee? Is

Az

this information available on my account(s)?

You will know if your payment has been received by
reviewing your statement. You can use the User Services tab
to send a secure message to us if the payment has not posted
in a timely manner.

Q: If a payment fails to be sent for any reason will I be

notified?

A: Yes, if a payment fails to be sent (usually due to insufficient

funds or a payment amount of zero dollars) you will be sent a
secure message. To alert you, a red blinking Urgent Messages
link will appear on every screen during your Internet banking
session. Click this link to read the message.

Q: Is there a deadline for when I can change my bill payment

Az

before it is sent?

The deadline is based on the Cut-off Time. Find the Cut-off
Time in the upper left corner of the Pending Payments screen.

Q: How do I stop a bill payment made online?

Az

If the payment is listed in the Pending Payments table, just
delete it. If the payment has been processed, notify Customer
Service immediately. You can find the phone number under
the User Services tab. Give the following information from
the payments history screen: ID number, dollar amount, payee
name, and date. Once it has been verified that the payment has
not cleared, a service request to stop payment and refund the
account will be placed. There may be a service charge for a
stop request.

Q: How much money could I lose for an unauthorized

Az

transaction?

You could lose all of the money in your account (plus your
maximum overdraft line of credit). If you tell us within two
business days after you learn that your access ID and
passcode have been compromised, lost, or stolen, you can lose
no more than $50.00 if someone used your passcode without
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your permission. If you do NOT tell us within two business
days, and we can prove that we could have stopped someone
from using your access ID, PIN, or passcode without your
permission if you had told us, you could be liable for as much
as $500.00.
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6.3

Troubleshooting

Q: Why hasn’t a payment posted after the seventh day?

A: It takes up to seven business days for payees to receive a

payment. In addition, once a payment is received, the time it
takes to process and post it varies by payee.

Q: Who should I contact if I have a payment inquiry?

A:

When you are in the Payments tab, click the Report a
Problem link in the toolbar. Fill in and submit the form that
appears. You can also contact Customer Service by phone.
Remember to provide the ID number that was assigned to the
payment. Find this number in the Pending or Historical
Payments table.
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General Index

A searching for a payee 36
account information disclosure 11 statements 9
Add Cut-off time 20

o terminating accounts 12
authorization to charge accounts 2

time limits in resolving statement errors 10
B types of transactions 25

unsheduled payment 26
user’s guide. See Internet Bill Payments
User’s Guide.

variable-recurring 27

banking day disclosures 5
bill payments
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adding a payee 37, 40 viewing all payments history 55-56
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