[PTG BOLD JOB AID INSTRUCTION SHEET ]

Welcome to
PTG BOLD

Banking OnLine Deposits

N

Your Main Objectives | Prepare a daily online banking deposit
Tasks to be performed with 100% accuracy

. Prepare the Workspace
. Print-out Deposit Instruction Sheet (PTG BOLD Job Aid)

3. Sort cash and checks by corporate location

Task 3.1 Sort Checks by Corporate Location

A

g

For Michigan

Check
(V03030

Stub

Open the Checks Folder to find
the Payments to be Deposited.

For Ohio

TASK 3

sort cash and checks by corporate location

click to play
audio message

)

3.1 Sorting Ml & OH Checks

M indicates the payment is for Ohio
MV indicates the payment is for Michigan

BOTH If there are both M's and MV's on the check stub,

Check

(Waozoss
Stub

Mixed: Put in Ohio

Check
(5

Stub

Task 3.2 Cash can be placed in the deposits folder or given to Sandy

Task 3.3 Place Canadian Checks in the Deposits Folder

Depr®
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[PTG BOLD JOB AID INSTRUCTION SHEET ] Your Main Objectives | Prepare a daily online banking deposit

Welcome to
PTG BOLD

Banking OnLine Deposits

Task 4.1 Play
Audio Message uﬂ@

Tasks to be performed with 100% accuracy

TASK 4

photocopy checks by company

NOTE: When you are finished copying all checks for both @ If NO security dots:

companies, you will have five stacks of papers.
1. Michigan Checks Step 1.
2. Michigan Copies

Place check with its stub(s) facedown on
the glass.

3. Ohio Checks Step 2. Close the lid.
Press 8 1/2” X 11” paper size.

4. Ohio Copies Step 3.
5. Stubs for both companies.

Lift copier lid to start warm-up

Step 4.

facedown

Keeping the stacks separated, begin with Michigan. Step 5.
NOTE: You are copying checks with stubs by location.

Step 1. Check for security dots.
These are usually along the bottom in three places.

O\ click to play
video message

Step 6.

Press START

Remove copy. Check it against the originals
to be sure it copied correctly. If it did, lay it
facedown to form a new pile of copies.

Place the check facedown to form a new
pile of completed Michigan Checks.

Step 7. Place the stub(s) in a separate pile.
@ After copying Michigan’s Checks, Repeat the
@If the check DOES have security dots: process for the Ohio checks.
Step 1. Cover Security Dots with Post-it Notes When you finish all checks, Keeping all five stacks

Tear Post-its Into three strips, cover dots. Copy as in Step 3. separate, move the paperwork to the accounting desk.
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[PTG BOLD JOB AID INSTRUCTION SHEET ] Your Main Objectives | Prepare a daily online banking deposit
Tasks to be performed with 100% accuracy

Welcome to
PTG BOLD

Banking OnLine Deposits

Task 5.1 Play
[ Audio Message uﬂj

@ Prepare Calculator

Step 1. Press the “ON” Button
Step 2. Press “C” to Clear the Total
Step 3. Press “UP” Button to advance tape. |

= TASK 5§

calculate check totals for each company
and prepare paper calculator tape

Extra Heavy-Duty

Step 1.1 Turn “ON”

a7 TAx seT

Step 1.3 and 2.8 ‘ p [eos ( ATaxi fTaxi
Advance Tape R

o Imo

Step 1.2 Clear Memory

@ Add up the totals of all Michigan Checks Step 2.4 Add to Total step 2.7 Total all checks.
Step 1. Take the first Michigan Check.
Step 2. Enter the total amount of the check @ Add up the totals of all Ohio Checks
into the calculator. Note: Repeat this process for the Ohio
Step 3. Verify the display matches the check. checks. When you tear off the tape,
Step 4. Press the plus (+) button to start the process. write OH and date at the top of the tape
Step 5. Place the check facedown in a new pile. to show this was the total amount of the
Step 6. Repeat this process for each of the Michigan Ohio checks received on this date.

checks, adding each one to the top of the pile.
Step 7. When all checks have been entered and verified,

press the Calculate Button “x/X” to generate

a total of all the Michigan Checks received.

Then, put the tape with the pile of Ohio
checks and set them aside.

Step 8. Press the “UP” arrow several times to advance Important Note: You will use these calculator tapes
the tape enough to be able to tear it off clearnly. later to verify against the Deposit Report that is
Step 9. Tear off the tape. generated by the Banking Online Deposit System.
Step 10. Write MI and the date on the top of the tape It is imperative each step of this process is done
to show this was the total amount of the with 100% accuracy.

Michigan checks received on this date.
Step 11. Put the tape with the pile of Michigan checks
and set them aside.
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[PTG BOLD JOB AID INSTRUCTION SHEET Your Main Objectives | Prepare a daily online banking deposit
Tasks to be performed with 100% accuracy

Welcome to TASK 6
PTG BOLD accesssing the banking online deposit system

Banking OnLine Deposits

Task 2.1 Play
Audio Message

Task 2.2 Login to the
Accounting Computer

Steps to Login to the Accounting Computer

a. Verify ACCT Screen (see image).
b. Enter Password (see image).

¢. Press ENTER or Click Arrow to Login

2

Task 2.3 Open the PTG BOLD Job Aid by
double clicking the PTG_BOLD.pdf Icon as
shown in the image to the right.

NOTE: You are launching the job aid because the
login information is embedded in it. If it is still open, 1 :
j ] L Print out for
simply click the bookmark for Task 6 and it will ease of use; and
. R shred when depaosit
bring you to this page. is compi St
5| _Do Not Save Paper Copy!

Click the icon below to see the login information.

@ IPHI click to hear password —

Customer Service Community Find a branch

& hittps://wwan_huntington.com ®aw @ =
£ jops o Boolanark varager B e unversy Gro P Putdue web aithens 8 Google voe - nbox. [ . [] =)

Ask Huntington Q
(i) Huntington

Welcome SMALL AL Ask Huntington Q

Online Services

Personal W Other

Company ID

| Password

Learn More

What's your
checking account
mude of? : Forgot Password?

ore than it takes. That works

s noad it Camnmen an

LogIn

It’s time for checking tha
and warbe hard bnd ic m
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[PTG BOLD JOB AID INSTRUCTION SHEET ] Your Main Objectives | Prepare a daily online banking deposit
Tasks to be performed with 100% accuracy

Welcome to TASK 7
PTG BOLD login to banking online deposits with FOB

Banking OnLine Deposits

Task 2.1 Play
|i’:’%{l Hllnllngtnn Audio Message I(I'@

Welcome:

@ Step 7.1 Enter User Pin First
]
PIN & Token Number \i USER PIN

oken number

Fﬁ/&é&&m‘é% Forgot Your Token PIN?

@ Step 7.2 Press White Button @Step 7.3 Number will display.

S Huntington

i#) Huntington

Welcome;
@ Step 7.4 Finally, enter the token number displayed on the FOB

?

PIN & Token Number xxxx Token Number

ken number

@'&é&ﬁ&é@ﬁf}% Forgot Your Token PIN?
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[PTG BOLD JOB AID INSTRUCTION SHEET ]

Welcome to
PTG BOLD

Banking OnLine Deposits

Task 4.1 Play D:GD

Audio Message

@ Step 8.1 Mouse over Checks
Huntington

HOME PAYME

Reports

Search

Your Main Objectives | Prepare a daily online banking deposit
Tasks to be performed with 100% accuracy

TASK 8

setting up the online deposit for Michigan

Welcome

Position

) Huntington
Account N - o
HOME PAYT
Check Photoc
Inguiry Payment Request
Total OVERVIEW

No records aW

No records aw

< 3 ) Step 8.3 On pop-up, click Remote Deposit Capture to pop-up Initial Deposit Screen

J) Huntington

2 Step 8.2 On pop-up, click Remote Deposit Capture to open Remote Deposit Capture (OCP) screen

CheckiDeposit

Orders

< Click on a subject line to see entire message.
Type Sent Subject

Nelcome

Remote Deposit Capture (OCP)

——

‘ 4)Step 8.4 Five things are important in this screen.

| Huntington

Remote Deposit Capture (OCP)
1. Verify Location

) ’PT Acquisitions
Location
e 2 4, Enter and and verify amount of
Account p— MI total from Calculator Tape
& s Mitotal $$ [ Greseoepont |

‘5. Click Create Deposit
once all fields are
entered and correct.

4812015
April, 2015

« Today

Sun Mon Tue Wed Thu Fri Sat

=5
6 9 10
2 13 14 6 17

19 20 21 22 23 24 :¢
28 B %0 3. Verify Date

Select date

.. ». 2. Select account
PT Acquisitions
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[PTG BOLD JOB AID INSTRUCTION SHEET ] Your Main Objectives | Prepare a daily online banking deposit
Tasks to be performed with 100% accuracy

Welcome to
PTG BOLD

Banking OnLine Deposits

TASK 9

Task 9.1 Play 'IGD scan MI checks, verify amounts
Audio Message

Step 2.3 Checks should be placed facing away

from you on the far side of scanner.
@ Turn portable check scanner ON by pressing Click photo to activate video.
the large button on the side of the machine.

@ NOTE: You are scanning the individual Michigan

checks into the system now.
Step 1. Alphabetize Michigan checks and copies.
Step 2. Make sure stack is orderly.

Step 3. Place checks into far side of the Scanner
with the fronts facing away from you.

Step 4. Press the Scanning button at the bottom of
the Scanning screen on the accounting laptop.

[ 7 |
1 Rescan ~
%) Huntington— =
& =
Flip
Amount: $1 2|
Delete H - =
= Account#. O Deposrt /_l
Capture Deposits e Credit Date: 20150408 Ticket 2'
Transmit User: gl
Location: PT Acquisition
Total: 0.00 - -
Remaini [ Place documents in the scanner. and click the Scanning button. ..
emaining 1A
PT Acquisition (0. , PT Acquisition
Ready AuxOnUs | Transit/Routing | Account Process Contr mount
;JV 1 i 0 1
@O "
7 bTaTETy
Scanning Keying Scanner Info Close
[0 Ttems Loaded [313:99PM | 0:00
Done /" Trusted sites | Protected Mode: Off H100%
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[PTG BOLD JOB AID INSTRUCTION SHEET ]

Welcome to
PTG BOLD

Task 10.1 Play
Audio Message

b

Your Main Objectives | Prepare a daily online banking deposit
Tasks to be performed with 100% accuracy

TASK 10

correcting mis-scans and
releasing the deposit

Step 1.1 When scanning is complete a window will open showing the results of the scan.
NOTE: If a line has a red “X” in the Ready column, the check did not scan.

Step 1.2 Find the check

Step 1.3 Enter the correct amount in the Amount Column
Step 1.4 Press the “ENTER” key (Return Key) on your keyboard

fes | =
1l Rescan =
(% Huntington— H|
[Fea |
Flip a2
4/3/12015 d
PAY TO THE
Delete ORDER OF $ d
ﬁ Thousand Hundred
Cents
Details DOEEARS g
2|
MEMO:
SCCUHTY FEATURES MICHC PRINT TOP & BOTTOM BORDERS COLORED PATTCAN - ARTIFICAL WATERMARK ON REVERSE SIDL - MISSING FEATUHES INDICATES A COPY
Total: 8894.39 )
Remaining; 17316.88 Press 'Enter' to advance to the next emor.
PT Acquisition (01472743266) - PT Acquisition
Ready AuxOnUs | Transit/Routing | Account Process Control Amouni
| & 1 Total ’
¥ 2 o021 Check information is in this 129210 Step 1.3 ;
- Enter your correction here.
» & 3 930151 f h check 7602.29
Red “X” * Q 1 16194 e 0.00 «
&y
Rescan
By
e [95
Scanning K
Delete 4/3/12015
. PAY TO THE
NOTE: The Ready column B o $
should now show all green i —_

checkmarks and the yellow
area should be have turned
to green. The message should
read as shown in the image
to the right.

Step 2.1 When everything is
balanced, click the Close icon
and the Close Transaction box
will pop-up.

Step 2.2 Verify Release is
Checked.

MEMO:

DOLLARS

SECUHTY FEATURES MICHC PRINT TOP & BOTTOM BORDERS COLORFD PATEAN < ARTIFIC/AL WATERMARK ON REVERSE SIDL - MISSING FEATURES INDICATES A COPY

Step 3.1 Click OK to release
the transaction.

— e ——
Total .
Rbpainiio erosﬂ is balanced and ready to be closed. >
S m—— e —
PT Atﬂsﬁ'@ (1) - PT Acquisition
Ready | AuxOnUs | Transit/Routing | Account Process Control Amd X* Close Transaction X
& |
& | Ready for Release
» & /3
" Defer Transaction will be held as an “Existing Deposit”™
Step 2.1 Step 2.2 9
“ Rel Tr ion will be dto central site
B (062 | & | X
Scanning | Keying Scenascilo Suss " Delete Entire transaction will be deleted
Step 3-1 ) OK I Cancel
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[PTG BOLD JOB AID INSTRUCTION SHEET ]

Welcome to
PTG BOLD

Banking OnLine Deposits

=P

Task 11.1 Play
Audio Message

Your Main Objectives | Prepare a daily online banking deposit
Tasks to be performed with 100% accuracy

TASK 11

releasing and transmitting
the Michigan deposit

Once the deposit is released, the Remote Deposit Capture Screen appears with the deposit highlighted in blue.

NOTE: The Status shows “Released’

?

Step 11.1 Click the transmit button.

f#) Huntington

Remote Deposit Capture (OCP)

NOTE: Clicking the Transmit

button sends the deposit
F—— information to the bank. When
ransmission Items
= Satrs, || oesoiion || mount|[rocessing D] ostng ot | R0 || Locmgon || i || i caanee it is done, you will receive a
N e e N R N S s N confirmation screen with a success
message.
Remote Deposit Capture (OCP)
Step 2.1 Press
Transmission ltems VIeW Report 2 Step 2'1
| Type Description |Ammm |?meessingm Posting Date || Acknowledged Date || Location || Batchip|[in SRR Clle the View Report Button.
— = R P e R e " The report will be prepared.
Step 1.1 Show just eleased
H Show released and recer|
Transmit transmited. NOTE: You may see a status
Daily Deposit Limits
S — message.
@ Show all transmissions :
Show just released
i:::u leased and recently \ ‘
Daily Deposit Limits =
Your report is being prepared, this may take several minutes.
Step 3.1
Click to Print
;ﬁ‘dg‘v 1 /1 [ ®® 2% - Bl (G
L]
Step 3.1 -
Click the Printer Icon. o
Deposit Detail (By Deposit) Report
Step 3.2 Remote Deposit Reports
The Print Window will pop-up. Report Created on 4/8/2015 3:26:54 PM = —
Click “OK”". Presenter: Piner
Location(s): PT Acquisition Mame: [Gestetner D5c525 7] [ Eroperies |
2 atus:  Rea Comments and Forms:
The report be printed to the () = Please See Ad]ustr-neaneponFo. ?:/pte ge;:me.Mpczsnnmstszspma
. . Research Id Aux OnUs Transit  Account Nu| Pt Range Preview: Composite
copier/printer/scanner/fax Routing o e T T—
in the copier room Location: PT Acquisition ~ Acct: PT Acquisitic 'f""e"‘!'a:: T
User: ~ Item Count: 3 ~ Deposit Ar Pages [1
Processed: 4/8/2015 ~ Acknowledged: 4/8/2015 3:2|| supset |Alpsaes inrange
Step 3.3 1 |
Retrieve Deposit Report and 12 b e e i
o . . 1-3 | pagescaing
pUt itin the plle Wlth the @ Total Iltem Count: 3 ~ Total Deposit Amo| ] Auto-Rotate and Center
MIChlgan CheCks and COpIes. ! [ Choose Faper Saurce by PDF page size I
* ale
EPintto fie Units Inches Zoom: 96% I
111 ’
Step 3.2 Click OK I
) 0K Cancel i
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click to play EE(IJD
audio message
Your Main Objectives | Prepare a daily online banking deposit

[PTG BOLD JOB AID INSTRUCTION SHEET ] !
Tasks to be performed with 100% accuracy

Welcome to TASK 12
PTG BOLD creating the Ohio Deposit

Banking OnLine Deposits

Step 12.1 Once the Michigan Deposit Report has printed, you wil be returned to this screen.

Step 12.2 Set aside all of the Michigan paperwork.
Step 12.3 Take the Ohio Checks and copies and prepare the checks to go through the scanner by making sure

they are in alphabetical order and are all facing up.
Step 12.4 When you are ready to begin, click the Capture Deposits Button in the left menu and repeat the same

process you used for the Michigan checks beginning with Task 8 Step 3.

1) .
[ Huntington Remote Deposit Capture (OCP)
Transmission ltems
» Type ” Status Description ” Amount I Processing Date | PnsﬁngDmI Acknowledged Date ” Location || BatchiD || in Balance
Step 12.4 |[cknowledged | I ‘
Deposit ||(View Reportj ||PT Acquisition (0 5 |lst 47812015 4/8/2015 4/8120153:26 PM PT Acquisition True
| [View Images [ | L

@ Show all transmissions

Show just released

| Show released and recently
transmitted.

Daily Deposit Limits

Done

NOTE: The Ohio Deposit is exactly the same process as the Michigan Deposit process. The only difference will be that two
screens will reflect that the Michigan Deposit has been transmitted. These two screens will appear as shown below.

Task 11 Step 1 Deposit Capture Screen before Transmission Task 11 Step 2 Deposit Capture Screen after Transmission

f¢h Huntington Remote Deposit Capture (OCP) fth Huntington Remote Deposit Capture (OCP)
Transmission Items
o | [ i | e ol et | g it [ s [ = e e oo o
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[PTG BOLD JOB AID INSTRUCTION SHEET ] Your Main Objectives | Prepare a daily online banking deposit
Tasks to be performed with 100% accuracy

Welcome to TASK 13
PTG BOLD organize paperwork | log-out

Banking OnLine Deposits shut down | ‘L'idy Workspace

Step 13.1 Once finished with the processing of the deposits for both companies you should verify you have:
1. Checks attached to copies with a Deposit Report and a Calculator Tape for each company
2. A pile of detached stubs
3. The PTG BOLD Start-Up Guide
4. The PTG BOLD Job Aid

Step 13.2 Log out of the Online Banking System by clicking the log-out button at the bottom of the left menu.

() - 2] nttpss/diocks om/WDDL/Defautt, JRL=https:// o v & [ 4] x ||| Googte 2 |
& L
File Edit View Favorites Tools Help
%% &t | @ Remote Deposit v B v @ v [ Page v {FTools v
U) .
fh Huntington Remote Deposit Capture (OCP)
Transmission ltems
| Type ” Status. Description Amount meessmgm" nmingnne| "‘*"m"?‘ Location | BatchiD | Ianhnne|
I |[Acknowledged [
[oeposit [(viewRaporn [FTAoAuEOn lciro lpasors  [luzaots [lwzraots 220 pu [T ecuisition Teoe
| images) b ¢
;nm . Pricusiton ooz uzzats  [lwzzaets  [lwzzots 208 T Acquisiton True
Step 13.2
Click Log Out I
@ Show all transmissions
Show just released
Show released and recently
transmitted.
Daily Deposit Limits
Done J/ Trusted sites | Protected Mode: Off %100% ~

Step 13.3 Click the “X” in the upper left corner of every open window to get back to the entry screen.

END OF PROJECT TASKS:
Please shut down and close the Accounting Computer and make sure the check scanner is turned off.

Step 13.4 Paperwork

Staple Michigan’s Deposit paperwork all together in the upper left corner

Staple Ohio’s Deposit paperwork all together in the upper left corner

Place the Deposit paperwork in the Deposits folder and return it to the Folder Tray
Shred all detached check stubs and both the PTG BOLD Start-up and the Job Aid

Step 13.4 Workspace click to p|ay )
Please return the workspace to the condition it was when you arrived. audio message
If no one is in the building, please turn out the lights and lock the front door. &

Thank you!
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http://www.amazon.com/Victor-14604-Standard-Function-Calculator/dp/B00192IC80
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Huntington National Bank, Inc. Commercial Online Banking Deposit System. http://www.huntington.com
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