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1. How to Login

You can access Online Banking services by logging into the system from the login page with
your Username and Password. By using this method, the Bank can ensure that its clients
always access their Financial information safely and securely. When a User does not perform
any actions on Butterfield Online for 15 minutes, the session will time out.

To log in to the application:

Access Butterfield Online at www.butterfieldonline.com.
In the Username field, enter your Username.

In the Password field, enter your Login Password.

Click Login.

If requested, enter One-time Passcode (OTP).

AR o

Login to Butterfield Online Bar X +

& https:/fwww.butterfieldonline.com/index.html?module=login

(e
X

Always check that you are logging into our
secure website www.butterfieldonline.com

% BUTTERFIELD

Username

Please remember that Butterfield will never e-mail you a link that
asks for your online banking credentials or passwords. Suspicious
e-mails should be forwarded to phishing@butterfieldgroup.com

Forgot Password
Protect Your Accounts
FAQS

Figure 1.1.1

You may also access Online Banking with your mobile devices.
Butterfield Online Banking application available for:
- i0S devices (iPhone and iPad).

- Android devices.

Search ‘Butterfield” in your app store.
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2. Reset Password

If you forget your Password, create a new Password through the Online Banking platform via
the website.

This section explains how to reset your Password via Butterfield Online. You can reset a
Password through the Forgot Password link.

2.1 Reset Password through the Forgot Password link

Click on the Forgot Password link.

Always check that you are logging into our
secure website www.butterfieldonline.com

%5 BUTTERFIELD

Username
Password 5]

Please remember that Butterfield will never e-mail you a link that
asks for your online banking credentials or passwords. Suspicious
e-mails should be forwarded to phishing@butterfieldgroup.com

Forgot Password
Protect Your Accounts
FAQS

Figure 2.1.1
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Enter the following details to Reset Password:

- Username — Login ID the Bank provided.

- Date of Birth — Your Date of Birth. Enter a date format of DD MMM YYYY, e.g., 01 Dec 1980, or
click the Calendar icon (£2), click the month and select, click the year and select (use the back or
forward arrows to the correct month and year), then select a day.

Click Submit to Reset Password or click Cancel to go back to the Login page.

% BUTTERFIELD

Bl XXXXXXX

Date of Birth 15 Mar 2000

Figure 2.1.2

Authenticate by inputting the One Time Verification Code sent to your registered mobile number or email address.

One Time Verification

To complete this transaction, you must enter the verification code that has been sent to you.

Verification Code

Ref & Number

2276001

&) Submit

Figure 2.1.3

%5 BUTTERFIELD

e SUCCESS

A new password has been successfully sent to your email

Figure 2.1.4

A confirmation screen appears, along with a link to return you to the login window. Click the link and enter your User
ID and Password received to your registered email address. You will be prompted to change the password.
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3. Change Password

This section explains how to change password details via Butterfield Online through the
Profile Settings Menu from the navigation pane.

3.1 Change your Password using Profile Settings
How to navigate:

Menu Icon (E) > Profile Settings > Change Password.

= & BUTTERFIELD

[s]

Accounts

ﬁ y

il

Credit Cards

Chequing and Savings Fixed [
Payments 2 Total Accounts 2 Total 4

BMD 1,009,761.45
BMD (1 Accounts)

2]

Pending Approvals

=

File Upload

EDI File Upload Accounts Summary

=)

Reports

ervice Requests

Mailbox _ = & BUTTERFIELD

Accounts

s

il

Credit Cards

Chequing and Savings
Payments 2 Total Accounts

3]

Figure 3.1.1a
Pending Approvals
File Upload
EDI File Upload Accounts Summary
Reports

Service Requests FULL-NAME-20

o0

Mailbox FULL-NAME-20
Profile Settings v Page 1 of1 (1-20of2items)

@L} My Preference

Activity Log

B My Limits Accounts (0)

Figure 3.1.1b
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The Change Password screen appears.

1. View Password policy at the right side of the screen. The Password must contain the information below:
- Password should be 8 to 20 characters.
- The password should contain at least 1 number(s), 1 uppercase letter(s), 1 lowercase letter(s) and 1
special character(s).
- The special characters allowed are (!, @,#,5,%)
2. Enter the Current Password and New Password. Enter the New Password again in Confirm New
Password field.

3. Click Submit to process password change request.

Change Password

Please change your password for security reasons.

Current Pas

Your Password can :

@
T = .~ Have B to 20 characters
Enter New Password .~ Have uppercase

.~ Have lowercase

2
Toesnen @ .~ Have numbers
Confirm New F F Have special characters (Allowed characters are
wontirrr Wt a

L@#5.%)
sererseaee @ .~ Not contain consecutive characters more than 2

.~ Not contain identical characters more than 3
.~ Not be a common password

Figure 3.1.2

A “Password Changed Successfully” message appears. Click Login to log in.

= & BUTTERFIELD

Change Password

Password Changed Successfully
Please click below to Login

Figure 3.1.3
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Corporate Dashboard types

Butterfield Online supports role-specific dashboards for User-role combinations, namely
Corporate Viewer, Corporate Maker, and Corporate Approver.

To switch between the different Dashboard types, click the dropdown in the upper right hand

corner of the screen.

4.1

Corporate Viewer Dashboard

Details displayed on the Dashboard under each section are for the selected User.

= & BUTTERFIELD

3 Total Account(s)

Accounts Summary

VERN BUTTERFIELD

VERN BUTTERFIELD

VERN BUTTERFIELD

Chequing and Savings

| Fixed Deposits
1 Total Account(s)

UsD 15.19
USD (1 Accounts)

CHEQUING - CORPORATE
0110

CHEQUING - CORPQRATE
0210

SAVINGS - CORPORATE
0220

KYD 10,000.00
KYD (1 Accounts)

Chequing Account

Chequing Account

Saving Account

Viewer

Welcome, Vern Butterfield - -
Last login 26 Sep 11:50 AM

You do not have any Loans

usD 15.19

-KYD 308.53

KYD 40,823.65

Page 1 of1 (1-3of 3items) Dawnload
Account Summary Service Request Notifications
on 26 Sep 2023 | Have | Owe
Com— i |
n o &
' No Actions Pending
Chequing and Savings
| Have KYD 40,836.31 o
KYD 50,836.31 ® Fixed Deposit No New Notifications
KYD 10,000.00 Check this section for new notifications
Raise New Request Track Request View All
Activity Log Financial ~ (@,
P: nt
Account(s) (1) ayments (0) Bulk Record (0)
Al d 0
Approved 1 pprove Approved 0
< Initiated 0 i
Initiated 0 7 Initiated 0
N Rejected 0 ;
Rejected 0 , . . Rejected 0
Pending Modification 0 Fending Mod ficatior 2 Pending Modification 0
9 On Hold 0 ST X OC TES
26 Sep N " : () Approved -
Wi ek ew Fixed Deposit 0220 KYD 10,000.00 260926CA6 N A
Figure 4.1.1
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- The Corporate Viewer Dashboard displays a Financial overview section displaying
Chequing and Savings, Fixed Deposits, and Loans and Finances information. Click the
Account Number link to display the Account Details Summary.

Chequing and Savings Fixed Deposits =4 | Loans and Finances
3 Total Account(s) 1 Total Account(s) 6

(]
USD 15.19 KYD 10,000.00 =

USD (1 Accounts) KYD (1 Accounts) You do not have any Loans

Accounts Summary

CHEQUING - CORPORATE

VERN BUTTERFIELD 0110 Chequing Account uUsD 15.19

VERN BUTTERFIELD S;EOQU'NG =CORPORATE Chequing Account KYD 308.53

VERN BUTTERFIELD Sgéwcs - CORPORATE Saving Accourtt KYD 40,823.65

Page 1 of1 (1-3 of 3 items) Download
Figure 4.1.2

By default, also displayed are the Account Summary, Services Request and Notifications
widgets. To customise the Dashboard navigate to:

Menu Icon (E) > Profile Settings > Personalise Dashboard

Account Summary Service Request Notifications
on 26 Sep 2023 | Have | Owe
Co— =
A s X
' No Actions Pending {;. )_.-:-’
(0]
Chequing and Savings = =
| Have KYD 40,836.31 L
KYD 50,836.31 ® Fixed Deposit No New Notifications
KYD 10,000.00 Check this section for new notifications

Raise New Request Track Request View All

Figure 4.1.3

- The Activity Log section displays any Financial (e.g., Account Transfers and Payments)
and Non Financial (e.g., Break Fixed Deposit and Setup a Demand Draft) activity on your
account. Click on each section to display detailed summaries for each category.

Activity Log Financial ~ @
Payments (0
Account(s) (1) Y © Bulk Record (0)
Approved 1 AFvaed o Approved 0
fif Initiated [} o
Initiated 0 Rejected 0 Initiated 0
felected . Pejnding Modification 0 Relacted 0
Pending Modification 0 on Hold 0 Pending Madification 0
ﬁ‘ﬁgim New Fixed Deposit 0220 KYD 10,000.00 260926CA6 @ AF’DTDVEE@
[
Page 1 of1 (1of1items) %*
Figure 4.1.4
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4.2 Corporate Maker Dashboard

Details displayed on the Dashboard under each section are for the selected User. The
Corporate Maker Dashboard is similar to the Corporate Viewer Dashboard where Account

Overviews and Activity are displayed.

= & BUTTERFIELD

Maker

=2 Welcome, Vern Butterfield

Last login 30 Jan 07:00 PM

Chequing and Fixed Deposits Loans and Finances %% Payments
Savings 2 Total Accounts 1 Total Accounts = =
2 Total Accounts @ ET EE_
BMD 1,007,206.22 BMD 11,000.00 BMD 10,000.00 = -
BMD (1 Accounts) BMD (2 Accounts) BMD (1 Accounts) Transfer Pay Bills Payee
Money Templates
@ =
Accounts Summary =
Manage View Standing
Beneficiaries Instructions
and Payees
CORPORATE REGULAR
;gLL'NAME' CHEQUING Chequing Account BMD 1,007,206.22
0018
CORPORATE REGULAR
i CHEQUING Chequing Account USD 112,863.00
0030
Page 1 of1 (1-2of2items) s
Activity Log Financial ~ (@) Last 5 Payments
08 Feb () Euture Dated USD 100.00
1:43PM
Accounts (0) Payments (4) Bulk Record (0) Internal
A 4 T fi M
Approved in;i]t?:::d 0 Approved 0 ST
Initiated Rejected - Initiated 0 08 Feb () Processed USD 100.00
B Pending Modification 0 RS v 1261PM =
Pending Modification 9 Pending Modification 0 Wire
On Hold 0 Transfer(TM)
08 Feb () Processed USD 20.00
10:27 AM
i Internal
No data to display.
0:Cata 10 1SpieY, Transfer(TM)
Page 1 (Dof0items)
Work Snapshot for today Service Request Notifications
As on 08 Feb 2023
4 0 0 Open (2) Recently Closed (0) 1
Processed In ress Rejected u
< = 2
08 Deregister Service Reference
Feb Request Number
2023 5705
2 . No New Notifications
o8 Break Fixed Deposit Reference Check this section for new notifications
Feb Number
204 5704
Raise New Request Track Request View All
Figure 4.2.1
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- The Corproate Maker Dashboard displays a Financial overview section displaying Chequing and Savings, Fixed
Deposits, and Loans and Finances information. Click the Account Number link to display the Account Details
Summary.

- The Activity Log section displays any activity on the account. By default, Financial will be selected displaying the
Financial transactions Users initiated today. The Non Financial option when selected will show all Non Financial
Activity transactions. Click on each section to display detailed summaries for each category.

Chequing and Fixed Deposits =X | Loansand Finances ©g4 Payments
Savings 2 Total Accounts 9 1 Total Accounts s > -
2 Total Accounts @ Ejl —
BMD 1,007,206.22 BMD 11,000.00 BMD 10,000.00 —
BMD (1 Accounts) BMD (2 Accounts) BMD (1 Accounts) Transfer Pay Bills Payee
Money Templates
& [
Accounts Summary
Manage View Standing
Beneficiaries Instructions
and Payees
CORPORATE REGULAR
;gL"'NAME’ CHEQUING Chequing Account BMD 1,007,206.22
0018
CORPORATE REGULAR
alia CHEQUING Chequing Account USD 112,863.00
0030
Page 1 of1 (1-20f2items) Covnioad
Activity Log Financial ~ Q Last 5 Payments
08 Feb (&) Future Dated UsD 100.00
1:43PM =
Accounts (0) Baviente(d) Bulk Record (0) Internal
A 4 T fi M
Approved In?tli}::ded 0 Approved 0 UL
Initiated Initiated
nitate Rejected 0 “".'ate 0 08 Feb (&) Processed USD 100.00
GEREE: Pending Modification 0 Belacted 0 12 5TEM -
Pending Modification q Pending Modification 0 Wire
On Hold 0 Transfer(TM)
08 Feb (&) Processed USD 20.00
1027 AM
i Internal
No d display.
o data to display. Transfer(TM)
Page 1 (0of 0items)
Figure 4.2.2

- By default, also displayed are the Payments quick links, Last 5 Payments, Work Snapshot for today,
Service Request, and Notifications widgets. To customise the Dashboard navigate to:

Menu Icon (E) > Profile Settings > Personalise Dashboard

Work Snapshot for today Service Request Notifications

As on 08 Feb 2023

4 0 0 Open (2) Recently Closed (0)

Processed In ress Rejected
08 Deregister Service Reference
Feb Request Number
2023 5705 o o

' : o New Notifications
08 BlesRlibieciBeposit Reference Check this section for new notifications
Feb Number
2023 5704
Raise New Request Track Request View All
Figure 4.2.3
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4.3

Corporate Approver Dashboard

- The Pending for Approval section displays the summary of all the Financial and Non
Financial transactions that are pending approval by the Corporate Approver. Select
Financial or Non Financial from the dropdown to view Financial transaction or Non

Financial transactions.

The My Approval Lists section displays the summary of all the Financial and Non

Financial transactions that were approved or rejected. Select Financial or Non Financial
from the dropdown to view Financial transaction or Non Financial transactions.

= & BUTTERFIELD

Approver v

=18 Welcome, Vern Butterfield -

Last login 31 Jan 02:38 PM

Pending for Approval Financial v
Accounts [ Payments [ Bulk Record
31 Jan Domestic Test FIRSTNAME 310174B9A522 \ Initiated
2:20 PM Payment(TM) aosa H=0:100.00 1234 LASTNAME /A Grace Period
31.Jan Beck FIRSTNAME 310134D70883 D Initiated
215PM Internal Transfer(TM) 0030 USD 100.00 0012 LASTNAME A\ Grace Period )
Page 1 of1 (1-2of 2items) |L
My Approved List Financial v )
Accounts ) Payments (§ Bulk Record )
31 Jan FIRSTNAME Adhoc Domestic Demand Test ad hoc draft o 57 3 Rejected
12:35 PM LASTNAME Draft 030 USD 100.00 domestic 31011F1BCBY2 () Rejecta
31Jan FIRSTNAME " Belco % - o ’
3 (+) Approved
12:33 PM LASTNAME Bill Payment 0030 BMD 500.00 1234 310119D7B2AB ) Approve
31 Jan FIRSTNAME OWN ACCOUNT a () Reiected
12:21 PM LASTNAME Own Account Transfer 0030 BMD 100.00 0018 310138C413F7 (X} Rej
Eldan FIRSTNAME Bill Payment 0030 uso E:T:; : 31019D49F69E ©) Approved
12:15PM LASTNAME ¥ 1,000.00 0:;8? = s =
Page 1 of1 (1-4of 4items) E
Chequing and Savings Fixed Deposits Loans and Finances
2 Total Accounts 2 Total Accounts 1 Total Accounts
BMD 1,009,761.45 BMD 11,000.00 BMD 10,000.00
BMD (1 Accounts) BMD (2 Accounts) BMD (1 Accounts)
Accounts Summary
FULL-NAME-20 S{?,F:ORATE REGULAR CHEQUING Chequing Account BMD 1,009,761.45
CORPORATE REGULAR CHEQUING % T
FULL-NAME-20 onan Chequing Account usD 11%
Figure 4.3.1
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- The Corporate Approver Dashboard displays a Financial overview section displaying
Chequing and Savings, Fixed Deposits, and Loans and Finances information. Click the
Account Number link to display the Account Details Summary.

Loans and Finances
1 Total Accounts

Chequing and Savings Fixed Deposits

2 Total Accounts 2 Total Accounts

BMD 1,009,761.45 BMD 11,000.00

BMD 10,000.00
BMD (1 Accounts) BMD (2 Accounts) BMD (1 Accounts)

Accounts Summary

FULL-NAME-20 S?UR&PORATE REGULAR CHEQUING Chequing Account BMD 1,009,761.45

FULL-NAME-20 ggiPORATE REGULAR CHEQUING Chequing Account UsD 115452.00

Page 1 of1 (1-2of Zitems) IZ Dovwnload
Figure 4.3.2

- The Pending for Action section displays the summary of all the Financial and Non

Financial transactions that are pending approval by the Corporate Approver in a graphical
form.

Pending for Action Financial v

B Accounts
Non Accounts
Payments
Bulk File

B Bulk Record

@

100%

@ Butterfield 2023, | Terms and Conditions

Figure 4.3.3
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4.4 Pending for Approval in Approver Dashboard

On the Approver Dashboard scroll to the Pending for Approval section. It will list all the
payments pending approval.

To approve a Financial transaction:

1. Select Financial from dropdown to view Financial transactions the Maker initiates and
those pending for approval.

2. Click on Accounts or Payments under Pending for Approval to view the list of all
transactions pending approval.

3. Click the Reference No. link to view, approve or reject the transaction. The Pending for
Approval Transaction Details screen along with Transaction Journey appears.

4. Click on Approve button to approve the transaction or click Reject to reject the
transaction.

5. Enter remarks, if any. Click Approve to approve transaction or click Cancel to go back to
the previous screen.

6. The Confirm screen displays a success message along with the Reference Number. Click
OK to navigate back to the Dashboard.

— % BUTTERFIELD

Pending for Approval Financial
Accounts ) Payments Bulk Record [

O

- B e 3o
e Internal Transfer(TM) 0030 usp1o000 Bk il e
Page 1 of1 (1-2of 2items)

Figure 4.4.1
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= & BUTTERFIELD

Domestic Payment(TM)

Nickname

AE

Transfer Type

Domestic

Beneficiary Account Number
1234

Account Name

Test

Transfer From

8404

Amount

usD 100.00

Exchal late

1

Charges

UsD 0.50

FCPT (Applicable for Bermuda users)
UsD 0.00

Total From Amount

UsSD 100.50

Transfer When

31 Jan 2023

Beneficiary Reference

wire test

User Referenc

wire test

Transaction Journey

Initiation

FIRSTNAME LASTNAME
me
31 Jan 02:20 PM

Note: Any exchange rates displayed during the confirmation process are indicative only. The exchange rate relevant to the processing date will be

Figure 4.4.2
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Approval Comment

Transactions Approval

Value Date for below transaction IDs are going to change due to approval grace period:

« 310174B9A522

B

Figure 4.4.3

The Grace Period is applicable once the value date of a transaction pending approval has passed and the transaction
has not been approved. The period to approve is 21 days. A transaction which is not approved within this period will
automatically be rejected.

Approval Comment

Remarks (Optional) Approved by SAC

o

Figure 4.4.4

= & BUTTERFIELD

Domestic Payment(TM)
@ confirmation
Domestic Payment(TM) submitted successfully.

Reference Number

310174B9A522

Host Reference Number

230310108

Status
Completed

Figure 4.4.5
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To Approve a Non Financial Transaction:

1. Select Non Financial from dropdown to view Non Financial transactions that the Maker
has initiated and pending for approval.

2. Click on Accounts, Payee and Biller, Bulk Record or Others under Pending for Approval
to view the list of all transactions pending approval.

3. Click the Reference No. link to view, approve, or reject the transaction. The Pending for
Approval Transaction Details screen along with Transaction Journey appears.

4. Click on Approve button to approve the transaction or click Reject to reject the
transaction.

5. Enter remarks, if any. Click Approve to approve the transaction or click Cancel to go back
to the previous screen.

6. The Confirm screen displays a success message along with the Reference Number. Click
OK to navigate back to the Dashboard.

Approver v

— g BUTTERFIELD C, =% Welcome, VERN BUTTERFIELD2 .-

Last login 01 Feb 0321 PM

Pending for Approval

Non Financial v
Accounts [} Payee and Biller () Bulk Record Others )
01 Feb Edit Maturi : 060 Vern Butterfield 20142 78F ) Initiated
O 355 FM it Maturity Instruction 4 'ern Butterfiel 0102014278F9 WL b e
Page 1 of1 (10f1items) |1_
My Approved List Non Financial -
Accounts Payee and Biller [f) Bulk Record [ Others [

No data to display.

Page 1 (Dof0items)

Chequing and Savings Fixed Deposits Loans and Finances
2 Total Accounts 2 Total Accounts 1 Total Accounts ==

BMD 1,009,751.45 BMD 11,000.00 BMD 10,000.00
BMD (1 Accounts) BMD (2 Accounts) BMD (1 Accounts)

Accounts Summary

FULL-NAME:20 S EARATE REDILARCHEQUING Chequing Account BMD 1,009,751.45
FULL-NAME-20 A TIRATE RESLLAR CHERUING Chequing Accaunt USD 11514050
Page 1 of1 (1-2of2items) m Doamiosd

&

Pending for Action Financial v

Figure 4.4.6
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— % BUTTERFIELD

Edit Maturity Instruction

TD Account Number

0604

Revised Maturity Instruction

Renew Principal and Pay Out the Interest

Pay To
Own Account

Transfer Account

0604

FULL-NAME-2004

BANK OF N.T. BUTTERFIELD
PO.BOX HM185

HAMILTON HM AX.
BERMUDA

Figure 4.4.7

Transaction Journey

Initiation

Vern Butterfield
48
01 Feb 03:55 PM

& Back

Approval Comment

Remarks (Opticnal) Approved by SAC

e

Figure 4.4.8

Edit Maturity Instruction

Q Confirmation
Edit Maturity Instruction submitted successfully.

Reference Number

0102014278F9

Status
Completed

%5 BUTTERFIELD

Figure 4.4.9
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4.5 Account Summary

Scroll to the Chequing and Savings, Fixed Deposits, Loans and Finance section of the
Dashboard to view summary of the accounts held. Click on the Download button to
download the Accounts Summary to PDF.

You can view the summary of accounts for:
1. Chequing and Savings Accounts: click on Chequing and Savings.

2. Fixed Deposit Accounts: click on Fixed Deposits.
3. Loans and Finances: click on Loans and Finances.

BUTTERFI %6 Welcome, Vern Butterfield

La:

Chegquing and Savings Fixed Deposits Loans and Finances

2 Total Accounts 2 Total Accounts 1 Total Accounts

BMD 1,009,761.45 BMD 11,000.00 BMD 10,000.00
BMD (1 Accounts) BMD (2 Accounts) BMD (1 Accounts)

Accounts Summary

FULL-NAME-20 et ATERERHLAR CHEQLING Chequing Account BMD 1,009,761.45

FULL-NAME-20 S R EEEARCREQING Chequing Account USD 115,452.00

Page 1 of1 (1-2of2items) II Download
Activity Log Financial ~ Q

Payments (0
Accounts (0) annentsi0) Bulk Record (0)
; Approved 0
Approved Initiated 0 Aproved g
Initiated ] d

Figure 4.5.1
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4.6 How do | view and update Limits?

To view the transaction Limits the Bank offers for each transaction using the My Limits
option.

How to navigate:

Menu Icon (E) > Profile Settings > My Limits

= & BUTTERFIELD

Accounts

Credit Cards

Chequing and Savings @

Payments 2 Total Accounts

BMD 1,007,511.28

Pending Approvals
Sebises BMD (1 Accounts)

File Upload

EDI File Upload Accounts Summary

Investments

CORPORATE REGU
Reports FULL-NAME-20 0604
Master Acc

Service Requests

Mailbox

= & BUTTERFIELD

22, Accounts

Credit Cards
Chequing and Savings
Payments 2 Total Accounts
Pending Approvals
Figure 4.6.1a e

Investments

Reports Accounts Summary

Service Requests

Mailbox FULL-NAME-20 gﬁ
% Profile Settings v FULL-NAME-20 ;

My Preference Page 1 of1 (1-20of2items)

Change Password

Activity Log

Session Summary Accounts (0)

Figure 4.6.1b
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To view the daily and monthly Limits:

1. From the Channel list, select a channel to view Limits.

2. From the Transactions list, select a transaction to view associated Limits.

3. Click the Consolidated Limit/Consolidated and Transaction Group Limit tabs to view
the specific daily and monthly amount and count limits applicable at each level.

4. Under the Daily Count and Monthly Count section, view the Daily and Monthly Count
Limit.

5. Under the Daily Limit and Monthly Limit section, view the Daily and Monthly Limit.

= & BUTTERFIELD

Limits
My Limits Corporate Limits
Internet v Bill Payment v
Consolidated Limits
Consolidated Limits Daily Limits Monthly Limits
Consolidated & Transaction Group
Limits
100% ¢ —
Amount e
M Utilized BMDOOD - —
M Available BMD E
100,000,000.00 s ———
Total BMD
100,000,000.00
Monthly limit package is not assigned for th
Internet Touch Poin|
100%
Count
B Utilized 0
W available 1000
Total 1000
Figure 4.6.2
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5. View details of Corporate Accounts and
other transactions on these accounts

This section explains how to overview corporate accounts and transactions details via the
Accounts Menu. Alternatively, you can access through the Dashboard.

5.1 How do | view the Corporate Account details?

Users can view Corporate details by accessing the Accounts Menu on the left side of the
application.

How to navigate:

Menu Icon (E) > Accounts > Chequing and Savings > Overview

Credit Cards

Payments 22 Accounts

Pending Approv:

File Upload Fixed Deposits

EDI File Upload Loans and Finances % BUTTERFIELD

92, Accounts

o nts Consolidated Statements
(OYEERERTS Chequing and Savings

Reports E£5 Credit Cards Chequing and Savings
e 2 Total Accounts

Payments Activit
Figure 5.1.1a e

Pending Approvals
@ el Cheque Status Enquiry

Rk v e
Figure 5.1.1b Cheque Book Request Accounts Summary

Stop/Unblock Cheque

Pending Debit Card Transactions FULL-NAME-20

Figure 5.1.1c
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Select Account Number under Accounts Summary and choose the Account Number you need to view.

2 .
Active Accounts Ql.llck Links
= =,
$=
e =0 &
Stop/Unblock Cheque Status Cheque Book
Cheque Enqui Request
BMD 1,125,213.45 a quny d
Current Balance
Accounts Summary
FULL-NAME-20 SSOR: ORATE REGULAR CHEQUING Chequing Account BMD 1,009,761.45
FULL-NAME-20 ngRfORATE REGULAR CHEQUING Chequing Account USD 115,452.00
Page 1 of1 (1-2of 2 items) E Download

Figure 5.1.2

The following Account Details appear:

- Account Number — This displays the Account number.

- Current Balance — The amount of funds currently held the account.

- Product Name — This displays the corporate product’s name.

- Nickname — The nickname given to the account by the account holder. Click Add Nickname to add,
change or delete.

- Account Status — Status of account e.g. Active or Closed.

- Available Balance — The amount of funds available for use within the account.

- Amount On Hold — Displays the earmarked amount or the amount on hold in the account

- Uncleared Balance — The funds not yet credited to the account. This amount will include the amount
deposited through cheques and drafts that have not yet completed the Bank’s clearing cycle.

- Available Overdraft Limit — The maximum credit the Bank allows for the account. Will not include any
overdraft amount used.
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Account Details

0604 v
Balance : BMD 1,009,761.45

duct Name

CORPORATE REGULAR CHEQUING

(P Add Nickname

Account Info Balances Limits
s Tvoe silable Balance Avsilable Overdraft Limit
Cheguing Account BMD 1,009,761.45 BMD 0.00
Account Currency Current Balance Against Uncleared
BMD BMD 1,009,761.45 BMD 0.00
BANK OF N.T. BUTTERFIELD PO.BOX BMD 0.00 BMD 0.00
HM195, HAMILTON HM AX., BERMUDA releara Bl I
\occount Status BMD 0.00 BMD 0.00
Active
Quick Links
(— N 1 ’/'
=i =
Cheque Status Stop/Unblock Cheque Book Activi
Enquiry Cheque Request ty
Figure 5.1.3
CORPORATE REGULAR CHEQUING
Add Nickname Enter 1 to 20 characters.
Master Acd HX
Account Info Balances Limits

Figure 5.1.4
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5.2 How do | place a Cheque Book Request?

The request cheque book feature, allows the User to request for a cheque book online. While
requesting for cheque book, you can specify the preferences such as the number of cheque
books required, leaves per cheque book and the cheque book type.

How to navigate:

Menu Icon (E) > Accounts > Chequing and Savings > Cheque Book Request

il

Credit Cards

Payments 20, Accounts

3]

3]

Pending Approv

File Upload Fixed Deposits

=

EDI File Upload Loans and Finances g BUTTERFIELD

28, Accounts

=)

- nte Consolidated Statements
estments S o
Investment Chequing and Savings

Reports £ Credit Cards Chequing and Savings
) 2 Total Accounts

Payments e
Figure 5.2.1a Activity

Pending Approvals
& 4o Cheque Status Enquiry

=
Figure 5.2.1b Cheque Book Request Accounts Summary

Stop/Unblock Cheque

Figure 5.2.1c

To request a Cheque Book:

Select the Account Number for the request.
From the Type of Cheque Book list, select the appropriate option.
From the Number of Cheque Book list, enter the number of cheque books (maximum of four per order).
In the Delivery Location field, select the appropriate delivery address.
To submit the cheque book request, click Submit. Alternatively, click Cancel to cancel the transaction.
The Review screen appears. Verify the details and click Confirm. Alternatively, click Cancel to cancel the
transaction. Alternatively, click Back to make changes if any.
7. The success message of the Cheque Book request along with the Reference Number and status
as “Pending for Approval”. Click Go To the Account Details to go to the Account Details screen.
Alternatively, click Go To Dashboard to navigate back to the Dashboard.
8. A Corporate Approver must approve the transaction initiated by a User. To authorise the pending
transaction, refer to Section 4.4 Pending for Approval in Approver Dashboard.

oOUhs WN P
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= & BUTTERFIELD

Cheque Book Request

Account Nurmber
0604 - Mast... v
Type of Cheque Book

BUSINESST NO STUB v

Number of Cheque Books

REGISTERED MAIL v

Ch

For all chequ
days for Bank
days for mail

You may reqy

Figure 5.2.2

= & BUTTERFIELD

Cheque Book Request

Review

You initiated a request for Cheque Book. Please review details before you confirm!
Account Number
0604

Type of Cheque Book

BUSINESS1 NO STUB

Number of Cheque Bo
3
Delivery Locatior

REGISTERED MAIL

Figure 5.2.3
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5.3 How do | enquire about a Cheque Status?

The Cheque Status Enquiry option is for viewing the status of either a single cheque by providing a
cheque number or that of a cheque series by defining a cheque range.

How to navigate:

Menu Icon (E) > Accounts > Chequing and Savings > Cheque Status Enquiry

Credit Cards

Payments

&2, Accounts

Pending Appro

File Upload

Fixed Deposits
EDI File Upload

Loans and Finances
Investments ) — % BUTTERFIELD
&=, Accounts
Consolidated Statement]

Chequing and Savings
Credit Cards

Chequing and Savings
Figure 5.3.1a Qverview 2 Total Accounts
Payments

Activity
Pending Approvals

Figure 5.3.1b Cheque Book Request Accounts Summary
Stop/Unblock Cheque

Pending Debit Card Transactions FULL-NAME-20

Figure 5.3.1c

To enquire about the Cheque Status:

1. Select the Account Number for the Cheque Status.
2. From the Search Cheque by list, select the appropriate option.
a. If you select the Number option, in the Cheque Number field, enter the Cheque number.
b. If you select the Range option, in the From field, enter the cheque start number and in the
To field, enter the cheque end number.
c. If you select the Status option, From the Select Status list, select the appropriate option.
3. Toenquire about the cheque request, click Submit. OR click Cancel to cancel the transaction.
4. The results of the cheque status enquiry will appear.
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Cheque Status Enquiry

Account Number
8404 v

Balance : USD 115,452.00

Number Range ® Status
Select Status
Used i Payments made
Erom Date more quickly but
cheque, always m
= the serial number
To Date

ik

Figure 5.3.2

Account Number
0010 v

Balance : USD 1,260,396.99

Number @ Status

Select Status

Not Used v
000001 Not Used usD 0.00
000002 Not Used usD 0.00
000003 Not Used usD 0.00
000004 Not Used UsD 0.00
000005 Not Used UsD 0.00
000006 Not Used usD 0.00
000007 Not Used usD 0.00
000008 Not Used UsD 0.00
000009 Not Used usD 0.00
000010 Not Used USD 0.00

Page 1 of5 (1-10of 50items) 2 3 45 > bl

Figure 5.3.3
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5.4 How do I Stop/Unblock a Cheque?

The Stop/Unblock cheque feature enables the User to Stop/Unblock a cheque issued for making
payment. To stop a cheque, specify the account number for the issued cheque, as well as the cheque
number and the reason for the request. In addition to requesting stop cheque on a specific cheque, a
request for stopping a cheque series by specifying the cheque range is also possible.

Similarly, you can unblock the request for a stopped cheque or cheque range.
Please note you can only stop/unblock Butterfield issued cheques via Butterfield Online.

How to navigate:

Menu Icon (E) > Accounts > Chequing and Savings > Stop/Unblock Cheque

Credit Cards

]

3]

Pay

g

Pending Apprd

File Upload

=

EDI File Upload

Investments

Reports

ervice Requests

Mailbox

Profile Settings

Figure 5.4.1a

22, Accounts

Fixed Deposits

Loans and Finances

Consolidated Statements

Credit Cards

Payments

Pending Approvals

Investments

Reports

Service Requests

Mailbox

Figure 5.4.1b

% BUTTERFIELD

&=, Accounts
Chequing and Savings
Chequing and Savings
Overview 2 Total Accounts
Activity

Cheque Status Enquiry

Chegue Book Request Accounts Summary

Pending Debit Card Transactions FULL-NAME-20

Fixed Deposits
FULL-NAME-20

Loans and Finances
Page 1 of1 (1-2of2items)

Consolidated Statements

Credit Cards Activity Log

Figure 5.4.1c
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To stop or unblock a cheque or cheque range:

1. Select an account from the Select Account Number field.

2. Inthe Select Action field, select the appropriate option.

3. In the Specify Reason field, specify the reason to stop/unblock the cheque or range of
cheques.

4. Inthe Give Cheque Details field, select the appropriate option:

a. If you select the Number option, in the Cheque Number field, enter the cheque
number.

b. If you select the Range option, in the From field, enter the cheque start number and
in the To field, enter the cheque end number.

5. Click Submit. Alternatively, click Cancel to cancel the transaction.

6. The Review screen appears. Verify the details and click Confirm. Alternatively, click Back
to make changes, if any. The screen directs the User to the Stop/Unblock Cheque screen
with values in editable form. Alternatively, click Cancel to cancel the transaction.

7. The success message of stopping/unblocking the cheque along with the Service Request
Number and status as “Pending for Approval” appears.

8. Click Go To the Account Details to go to the Account Details screen. Alternatively, click
Go To Dashboard to navigate back to the Dashboard.

9. A Corporate Approver must approve the transaction initiated by a User. To authorise the
pending transaction, refer to Section 4.4 Pending for Approval in Approver Dashboard.

— % BUTTERFIELD

Stop/Unblock Cheque

Account Number
8401 v
Balance : USD 1,260,396.99

Select Action

® Stop Unblock
Specify Reason
The select
Give Cheque Details stop paym
schedule g
® Number Range
The chequ
Cheque Number appears o
successfu
Please not|
be stoppec

&) Submit

Figure 5.4.2
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Stop/Unblock Cheque

Review

You initiated a request for Stop/unblock Cheque/s. Please review details before you confirm!
Account Number
0010

Action

STOP

Specify Reason
Lost

Cheque Number

0901

&) confirm

Figure 5.4.3
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6. View Fixed Deposit Account details and
transactions on these Accounts

This section explains how to view Fixed Deposit Account and transactions details through the
Accounts Menu. Alternatively, you can access through the Dashboard.

6.1 Create a Fixed Deposit Account through the Accounts Menu

The New Fixed Deposit page enables you to apply for a new Fixed Deposit. All the Fixed
Deposit offerings of the Bank are available for selection on this page. Select any product
offered to apply for a Fixed Deposit. While applying for a Fixed Deposit, identify the amount
of the deposit, the tenure, and the holding pattern, i.e., single or joint. Additionally, define
maturity instructions and select the savings account to be debited to fund the deposit.

How to navigate:

Menu Icon (E) > Accounts > Fixed Deposits > New Fixed Deposit

ES Credit Cards

Payments

Pending Appro AChounts

File Upload Chequing and Savings

. Chequing and Savings
@ e
{1 EHRLE R 2 Total Accounts

= astmente
@ Investments Loans and Finance!

Figure 6.1.1a
& Consolidated Staten

%5 BUTTERFIELD

E Credit Cards Accounts

Payments Chequing and Savings
Figure 6.1.1b . _ Chequing and Savings
Fixed Deposits 2 Total Accounts
QOverview
Activity
Accounts Summary

Break Fixed Deposit

Edit Maturity Instruction FULL-NAME-20

Figure 6.1.1c
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To open a new Fixed Deposit:

From the Source Account list, select the chequing or savings account to debit to open a Fixed Deposit.

From the Select Product list, select the Fixed Deposit product.

From the Currency dropdown, select the currency for the Fixed Deposit.

In the Deposit Amount field, enter the deposit amount.

Select the desired option against the Deposit Tenure field. If you select the Tenure option, then in the

Years, Months and Days field, enter the appropriate values. If you select the Date option, then From the

Date list, select the appropriate date.

To view the deposit maturity amount, click the Calculate Maturity link.

7. Inthe case of a Joint holding pattern, if you wish to change the holding pattern of the deposit to a Single,
select the checkbox adjacent to Single.

8. Specify maturity instructions as desired, in the Maturity Instruction field.

9. From the Pay To list, select an appropriate chequing or savings account to credit with the specific amount
at the time of deposit maturity.

10. Click Submit. The system displays the Deposit and Maturity details. Alternatively, click Cancel to cancel
the transaction. Alternatively, click Back to navigate back to previous screen.

11. The Review screen appears. Verify the details and click Confirm. Alternatively, click Cancel to cancel the
transaction. Alternatively, click Back to navigate to the previous screen.

12. The Confirm screen displays with a success message along with the Reference Number and status
“Pending for Approval” appears. Click Go To Dashboard link to navigate to back to the Dashboard.
Alternatively, click Go To the Account Details link to view the Deposit Details.

13. A Corporate Approver must approve the transaction initiated by a User. To Authorise the pending

transaction, refer to Section 4.4 Pending for Approval in Approver Dashboard.

AR o

o

= & BUTTERFIELD

New Fixed Deposit

Rate USD 10,000.00
Deposit Details BMD 1.00 = USD
1.00

Source Account

0010 v
Balance : USD 1,260,396.99 Deposit Tenure
® Tenure Date
Select Product
Years Months Days

CERTIFICATE OF DEPOSIT-5YEAR  ~
1820

Minimum allowed is 0 Year(s), 0 Month(s), 1820 Day(s) and Maximum
DERosItaTnonnt allowed is 0 Year(s), 0 Month(s), 1832 Day(s)

BMD ~  BMD 10,000.00 )
Calculate Maturity
Amount should be between BMD 5
ahd EVD;20,000.000,00 Current Holding Pattern : Joint

Click on the below option if you wish to modify it to single

Current Exchange Exchange Amount

Rate UsD 10,000.00 Single

BMD 1.00 = USD

100 Maturity Details
Maturity Instruction

: Please Select v
Figure 6.1.2

) Submit
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= & BUTTERFIELD

New Deposit

Review

You initiated a request for New Fixed Deposit. Please review details before you confirm!

Deposit Details Maturity Details
Term Deposit Product Maturity Instruction
CERTIFICATE OF DEPOSIT - 5 YEAR Close on Maturity
Source Account Pay To

‘0010 Own Account
Deposit Amount Transfer To

BMD 10,000.00 FULL-NAME-20
Deposit Tenure 0010

Year(s). Monthis). 1520 Dayts) BANK OF N.T. BUTTERFIELD

Holding Pattern

. PO.BOX HM195
Joint

Primary Account Holder HAMILTON HM AX.
FULL-NAME-20 BERMUDA
Joint Account Holder

FULL-NAME

Maturity Amount

BMD 11,379.48

Joint Account Holder

VERN BUTTERFIELD

Joint Account Holder

FULL-NAME-20

Figure 6.1.3
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6.2 How do | view the Fixed Deposits details?

The Fixed Deposit Overview page displays the fixed deposits held with the Bank. The Fixed
Deposit details page displays details of a client’s specific Fixed Deposit. Details such as the

deposit amounts and dates will be displayed on the screen.
How to navigate:

Menu Icon (E) > Accounts > Fixed Deposits > Overview

Credit Cards

i

Payments

Pending Appro
'94pP Accounts

=]

File Upload
LesRe Chequing and Savings

EDI File Upload Chequing and Savings
2 Total Accounts

= -
($) Investments
i Loans and Financel

Figure 6.2.1a
& Consolidated Staten

E= Credit Cards 28, Accounts

Payments Chequing and Savings
Figure 6.2.1b Fixed Deposits

Activity

New Fixed Deposit

Break Fixed Deposit

Edit Maturity Instruction

Figure 6.2.1c
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Click on a Deposit Number from the Fixed Deposit Account Summary list to view Deposit Details.

2
Active Accounts

S

BMD 11,000.00
Net Balance

Current Position

Investment (BMD
11,000.00)

Current Balance
(BMD 11,000.00)

Maturity Amount
(BMD 11,375.48)

Conventional

8K 10K 12K

= & BUTTERFIELD

Quick Link

New Fixeg

Fixed Deposit Accounts Summary

CERTIFICATE OF DEPOSIT
FULL-NAME- -2 YEAR 0.00% 21 Jan 2025 BMD 5,000.00 BMD 5,245.44
2004

0604

CERTIFICATE OF DEPOSIT
FULLENAME: 1 YEAR 0.00% 21 Jan 2024 BMD 6,000.00 BMD 6,130.04
2004

0604
Page 1 of1 (1-2of 2items) |I| Dovmioad

Figure 6.2.2

The following Fixed Deposit Details appear:

- Account Number — Fixed Deposit account number along with the account nickname (if defined).
- Current Balance — The available balance of the Fixed Deposit account.
- Original Principal Amount — The opening amount of the deposit.

- Deposit Date — The deposit’s opening date.

- Deposit Term — The term for the maintained/Fixed Deposit.

- Value Date — The value date of the deposit as maintained by the Bank.

- Maturity Date — The date on which the Fixed Deposit will mature.

- Maturity Amount — The value of the Fixed Deposit at the time of maturity.
- Maturity Instruction — Maturity instruction you gave for the Fixed Deposit at the time of opening

the deposit.
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Click Edit Maturity Instruction to modify the maturity instruction.

= & BUTTERFIELD

Fixed Deposit Details

0604 v

Balance : BMD 5,000.00

Preduct name

CERTIFICATE OF DEPOSIT - 2 YEAR

@ Add Nickname

Investment
Original Principal Amourt
BMD 5,000.00

Deposit Date
21 Jan 2023
Value

21 Jan 2023

BANK OF N.T. BUTTERFIELD P.O.BOX
HM195, HAMILTON HM AX., BERMUDA

Quick Links

Break Fixed
Deposit

Current Position
rrent Balance
BMD 5,000.00
2 Years 0 Months (0 Days

BMD 0.00

BMD 0.00

Edit Maturity
Instruction

Maturity
Maturity Amount
BMD 5,245.44
Maturity Date

21 Jan 2025
Maturity Instruction

Close on Maturity

8404

Internal Account

BANK OF N.T. BUTTERFIELD
PO.BOX HM195

HAMILTON HM AX.
BERMUDA

El

Activity

Figure 6.2.3
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6.3 How do | edit Maturity Instruction for a Fixed Deposit?
The Edit Maturity Instruction feature enables a User to change the maturity instruction that
was set at the time the Fixed Deposit was opened. Using this option, the User can change the
Maturity Instruction of a Fixed Deposit.

How to navigate:

Menu Icon (E) > Accounts > Fixed Deposits > Edit Maturity Instruction

il

Credit Cards

Payments

ﬂ

g T % BUTTERFIELD

Accounts

=]

File Upload - =y
Chequing and Savings

EDI File Upload Chequing and Savings
2 Total Accounts

>

Investments ;
Loans and Financ

F 6.3.1
lure é Consolidated State

%5 BUTTERFIELD

Credit Cards 28, Accounts
Payments Chequing and Savings
Chequing and Savings

Pending Approvals Fixed Deposits 2 Total Accounts
Investments Overview
Reports Activity

Figure 6.3.1b New Fixed Deposit Accounts Summary

Break Fixed Deposit
FULL-NAME-20

Loans and Finances
FULL-NAME-20

Consolidated Statements
Page 1 of1 (1-2of 2items)

E= Credit Cards

Figure 6.3.1c
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To edit the Maturity details:

1. From the Deposit Account number list, select the Fixed Deposit that will have maturity
instructions.

2. From the Maturity Instruction list, select the option of choice.

3. Select any one of the options like Close on Maturity, Renew Principal and Pay out the
Interest, Renew Principal and Interest, Renew Special Amount and pay out the remaining
amount.

4. For options Renew Principal and Pay out the Interest and Renew Special Amount and pay
out the remaining amount, Select the Pay To list as Own Account and From the Transfer
Account list, select an appropriate Current or Savings Account to be credit with the
specific amount at the time of deposit maturity.

5. Click Save OR click Cancel to cancel the transaction OR click Back to navigate to the
previous screen.

6. Inthe Review screen, verify the details and click Confirm. Alternatively, click Cancel to
cancel the transaction. Or, click Back to navigate to the previous screen.

7. The success message appears with status as “Pending for Approval”. Click Go To
Dashboard link to navigate back to the Dashboard. Alternatively, click Go To the Account
Details link to view the deposit details.

8. A Corporate Approver must approve the transaction initiated by a User. To authorise the
pending transaction, refer to Section 4.4 Pending for Approval in Approver Dashboard.

= & BUTTERFIELD

Edit Maturity Instruction

Account Number
0604 v

Balance : BMD 6,000.00
Maturity Instructions

Close on Maturity v
Renew Principal and Pay Out the Interest

Renew Principal and Interest You can chan
time of openin
Close on Maturity
Select Pay Ou
Renew Special Amount and Pay Out the details.

Remaining Amount If your maturit
Interest, it will
applicable on

term and amo|

Figure 6.3.2
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Edit Maturity Instruction

Account Number
0604 v

Balance : BMD 6,000.00

Maturity Instructions

Renew Principal and Pay Out thel.. ~

Pay To

Own Account v
ansfer Account

0604 - Mast... v

FULL-NAME-200404759
BANK OF N.T. BUTTERFIELD
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BERMUDA
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You can chang
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Select Pay Ou
details.

If your maturit
Interest, it will
applicable on

term and amo

Figure 6.3.3
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Edit Maturity Instruction

Review

You initiated a request for Edit Maturity Instructions for Deposit. Please review details before you confirm!

D Account Number
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Revised Maturity Instruction
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Figure 6.3.4
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7.  View Loan Account details and
transactions on these accounts

This section explains how to view Loan Account and transaction details by accessing through
the Accounts Menu. Alternatively, you can access through the Dashboard.

7.1 How do | view my Loan details?

The Loan Details page displays important information pertaining to a loan account such as
the loan’s current status, interest rate, sanctioned amount, total amount outstanding and
important dates associated with the loan such as the opening date and maturity date.

How to navigate:

Menu Icon (E) > Accounts > Loans and Finance > Overview

Credit Cards

ﬂ

Payments

3]

Pending Appro

File Upload

2 B

EDI File Upload

Investments

@

Figure 7.1.1a

& BUTTERFIELD

2= Accounts
Chequing and Savings

Chequing and Savings
Fixed Deposits 2 Total Accounts

Consolidated Stateme
Credit Cards

Payments

= & BUTTERFIELD

5=, Accounts

Figure 7.1.1b
Chequing and Savings

Chequing and Savings
Fixed Deposits 2 Total Accounts

Loans and Finances

Activity Accounts Summary
Disbursement Enguiry

Schedule Enquiry FULL-NAME-20

Figure 7.1.1c
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Select an Account Number and click the More Information link to view the loan account details.

= % BUTTERFIELD

Loan and Finance Details

Select Account Net Outstanding Balance Disbursed Amount Amount Re-paid till date
oele CCou
BMD 10,000.00 BMD 10,000.00 BMD 0.00

2008 v
Disbursed On 25 Jan 2023 | Maturing On 25 Jan 2033
More Information

More Information

Activity Disbursement Enquiry Schedule Enquiry

Select Account

20NR £d

Figure 7.1.2

The following Loan details appear:

- Account Number — The loan account number.
Old Account Number — For loans contracted prior to the 2023 upgrade. For loans
contracted after the upgrade, this field will be empty.

- Net Outstanding Balance — The total amount outstanding on the loan.

- Disbursed On Date — The loan account disbursal date.

- Maturity Date — The date the loan account will mature.

- Status — Status of the loan account, e.g., active or closed.

- Interest Rate (Per Annum) — The rate of interest applicable on the loan account.

- Amount Disbursed — The actual amount of loan the Bank has given to you till date.

- Amount Re-Paid Till Date — The total amount paid in instalments till date.

- Interest Frequency — Intervals to pay the interest.

- Principal Frequency — Intervals to repay the principal.

- Repayment Mode — The mode to make the loan repayments as set up in the processing
system. For example, repayments could be via account transfer, direct debit, or cheque.

- Late Payment Penalty — Late payment interest rate applicable, if any, on Product.

- Prepayment Penalty — Prepayment interest rate applicable, if any, on Product.

- Total Instalments — The total number of scheduled payments to repay the loan.

- Remaining Instalments — The number of scheduled payments remaining towards
repaying the loan completely.

- Next Instalment Date — Date of the next instalment.

- Next Instalment Amount — Amount to pay as the next instalment.

- Principal Arrears — The amount due on the loan principal after having missed one or
more repayment instalments, i.e., the outstanding principal amount.

- Interest Arrears — The amount due towards loan interest payment in case of missed
instalments.

- Late Payment Charges — The charges levied on any late payment of a loan instalment.

- Other Charges — Other/miscellaneous fees applicable on the loan account.
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Loan and Finance Details
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Disbursed On 25 Jan 2023 | Maturing On 25 Jan 2033
Repayment

Interest Frequency
Monthly
Repayment Mode

ACC

Interest Rate

8.75%

Instalments

Loan lenure

121 months 23 days
talments

Remainin

63

Next Instalment Amount

BMD 200.00

Arrears

Principal Arrears

BMD 0.00
Late Payment Charges
BMD 0.00

Show Less Information
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2008 v
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Butterfieldonline.com | Butterfi

eld Online Corporate User Guide | Version 2.1 | 01 October 2023

44



7.2 How do | enquire about a Loan Disbursement?

Disbursement of the loan amount depends on the type of loan product. Some loan products
such as personal loans and auto loans have single disbursement policies. Certain loan
products such as housing loans or education loans have multiple disbursement policies.
Especially in case of multiple loan disbursements, the User needs to know the loan account’s

disbursement details.

This feature allows the User to view the disbursement details such as disbursed amount,
disbursal date, and sanctioned amount. It helps the User to analyse the loan’s current

disbursed amount and how much is yet to be disbursed.
How to navigate:

Menu Icon (E) > Accounts > Loans and Finances > Disbursement Enquiry

Credit Cards

Payments

5] Pending Appro _
QEing=eRT 29, Accounts

File Upload

Chequing and Savings

EDI File Upload ; ; Chequing and Savings
Fixed Deposits 2 Total Accounts

@ Investments

Figure 7.2.1a
Consolidated Stateme

B Credit Cards

Payments o - 3
(57 Pay 22, Accounts

Figure 7.2.1b
Chequing and Savings
Fixed Deposits
Loans and Finances

Overview

Activity

Schedule Enguiry

Figure 7.2.1c

Butterfieldonline.com | Butterfield Online Corporate User Guide | Version 2.1 | 01 October 2023

= & BUTTERFIELD

= & BUTTERFIELD

Chequing and Savings

Accounts Summary

45



Select an Account Number to view disbursement details.
The following Loan Disbursement details appear:

- Account Number — The loan account number is displayed.

- Sanctioned Amount — The amount of loan the Bank has agreed to provide to the client.

- Disbursed Amount — The actual amount of loan the Bank has given till date.
- Date — The date to disburse the specific amount.
- Amount — The amount disbursed on the specific date.

2008 v

Sanctioned Amount

BMD 10,000.00

Disbursed Amount

BMD 10,000.00

25Jan 2023 BMD 10,000.00

This is desigr
Disbursemen

You will find n
account if yo

The actual ar
the amount s|
contact Cust

You can also
the amount d
menu, to kno

Figure 7.2.2
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7.3 How do | enquire about a Loan Schedule?
This page displays details of each instalment including the interest and principal amounts
along with any charges, if applicable, and the total instalment amount due on each specific
date throughout the loan tenure. The User can identify important information such as the
frequency of repayment instalments, the total number of instalments, and the number of
paid and pending instalments.

How to navigate:

Menu Icon (E) > Accounts > Loans and Finances > Schedule Enquiry

E3 Credit Cards

Payments

Bendind Appio % BUTTERFIELD

28 Accounts

File Upload 2 ”
KEE 02 Chequing and Savings

EDI File Upload : ; Chequing and Savings
Fixed Deposits 2 Total Accounts

Investments

Figure 7.3.1a
Consolidated Stateme

Credit Cards

= & BUTTERFIELD

Payments 00 “counts
Y| 28, Accounts

Pending Approvals Chequing and Savings

Chequing and Savings

Investments . p
Fixed Deposits 2 Total Accounts

Lecans and Finances

Service Re i
Service Requests Overview

Figure 7.3.1b
Activity Accounts Summary

Disbursement Enquiry

FULL-NAME-20

Consolidated Statements
FULL-NAME-20

B Credit Cards
Page 1 of1 (1-2 of 2 items)

Payments

Pending Approvals Activity Log

Figure 7.3.1c
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Select an Account Number to view the loan schedule.
To view the Loan Schedule:

1. From the Select Account list, select the loan account number to view the schedule. The
system displays the Instalment Summary, Payment Overview, and Schedule Summary.

2. Inthe Date Range field, select the period to view the instalment details in the repayment
schedule. Based on the specified period, the set of instalments in the loan repayment
schedule appear. To view the next set of entries in the account’s Loan Schedule, click on
the pagination options available.

3. Click the Download link to download details in a .pdf format.

= & BUTTERFIELD

Schedule Enquiry

2008 v
Instalment Summai
+ Payment Overview
First Instalment Last Instalment Total Instalments
25 Feb 2023 25 Apr 2028 63 = Principal Paid = Interest Paid
Instalments Paid Amount Paid Til 200
0 Date E
S 160
BMD 0.00 E
< 120
=
g 80
®
E a0
Rate Revision History 0
1] 1} H 13 13 1] 1} 13 ) 1 1 ] 1] 1} ] ] ] ] i ] ] 1] 1] ] 1] ] ! 1] ] ] i
ittt ittt I T I TR E s T
sg8g8888sgeg888888ss888s88ss8883s8838¢88
REERARRRESERRRARAASRRRARSRARARAIAIRIRRRR
Instalment Date
Date 25 Feb 2023 ¢ 25Apr2028 - Download
1 25 Feb 2023 BMD 125.68 BMD 74.32 BMD 200.00 BMD 200.00
2 25 Mar 2023 BMD 133.72 BMD 66.28 BMD 200.00 BMD 200.00
3 25 Apr 2023 BMD 127.61 BMD 72.39 BMD 200.00 BMD 200.00
4 25 May 2023 BMD 130.87 BMD 69.13 BMD 200.00 BMD 200.00
5 25 Jun 2023 BMD 129.53 BMD 70.47 BMD 200.00 BMD 200.00
6 25 Jul 2023 BMD 132.74 BMD 67.26 BMD 200.00 BMD 200.00
7 25 Aug 2023 BMD 131.48 BMD 68.52 BMD 200.00 BMD 200.00
8 25 Sep 2023 BMD 132.46 BMD 67.54 BMD 200.00 BMD 200.00
9 25 Oct 2023 BMD 135.56 BMD 64.41 BMD 200.00 BMD 200.00
10 25 Nov 2023 BMD 134.45 BMD 65.55 BMD 200.00 BMD 200.00
Page 1 of7 (1-10of 63 items) ']_ 2.3 4 5 . T 3 A
Figure 7.3.2
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8. Manage Beneficiaries

This section explains how to manage (add, edit, and delete) beneficiaries through the
Payments Menu.

8.1 How do | add, edit or delete a Beneficiary?
The following describes how to manage a beneficiary/payees on your Online Banking account.

How to navigate:

Menu Icon (E) > Payments > Setups > Manage Beneficiaries and Payees

%5 BUTTERFIELD

Accounts

Credit Cards

Chequing and Savings
2 Total Accounts

Pending Apprd
File Upload

EDI File Upload ) BUTTERFIELD
ile Uploa 2 ‘%

Accounts

Investments ]
Credit Cards

Figure 8.1.1a Chequing and Savings
Payments v 2 Total Accounts

Payee Templates

Payments an§

Enquiries

Figure 8.1.1b — g BUTTERFIELD

2= Accounts
Credit Cards
Chequing and Savings
Payments 2 Total Accounts
Payee Templates
Setups
Accounts Summary

Standing Instructions

Payments and Transfers FULL-NAME-20

Figure 8.1.1c
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- Click Add New Beneficiary to create beneficiary.

- Select the option Bank Account to add a payee having a bank account.

= & BUTTERFIELD

Beneficiary List

< ayment Payroll Transfer Request Demand Draft

® Beneficiaries Payees

Search by Beneficiary name Q

AG

BS

Becky

David

Payment Status Enquiry Upcoming Payments Payee Templat¢

d°

y
Note
N
Want to make a payment to someone new?

& Payee: A Payee is a service provider who presents your

bills electronically and accepts electronic payments.
b Beneficiary: A Beneficiary is a service provider who

does not present bills electronically and accepts
electronic payments.

AV
N

Figure 8.1.2

Add New

What type of beneficiary would you like to add?

@ Bank Account

Figure 8.1.3
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Beneficiary is mandatory for making payments. The following types are available:
- Internal — For beneficiaries holding accounts within Butterfield.
- Domestic — For beneficiaries holding accounts at other local/domestic banks.

- Wire — For beneficiaries holding accounts across the world.

Click on the tab to select the type of beneficiary.

= & BUTTERFIELD

Add Beneficiary
Bank Account Demand Draft
Bank Account
Beneficiary Name
Transfer Type
Trans
Interna Domestic Wire
Transferring
Select Bank
Perform a on
Please Select v simply select

Figure 8.1.4

Enter following details to add a Beneficiary:

- Beneficiary Name — Name of the recipient/beneficiary in the Account Holder.

- Transfer Type — Select the transfer type (Internal, Domestic or Wire)

- Select Bank — Select the beneficiary’s bank.

- Beneficiary Account Number — Account number of the beneficiary.

- Account Name — Account name of the beneficiary maintained against the payee’s bank account.

- Beneficiary Address — The address of the beneficiary as recorded by their bank.

- Nickname — Nickname to identify the payment account.

- National Clearing Code — National clearing code of the beneficiary’s bank. This field appears while
adding a beneficiary for an International wire transfer.

- Swift Code — Swift Code of the beneficiary’s bank. This field appears while adding a beneficiary for
an International wire transfer.

Note: The illustration is for adding a domestic beneficiary. The last two bullet points apply for an
international wire transfer.

Click Submit to add beneficiary or click Cancel to cancel the operation or click Back to go back to the
previous screen.
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Add Beneficiary
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verification a
1234 and date of tr
Account Name
T Green

PO Box 000

City
Hamilton
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Figure 8.1.5
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Click Confirm to add beneficiary or click Cancel to cancel the process, or click Back to go back to the
previous screen.

- The confirmation screen is displayed with a success message with status as “Pending for Approval”.

- ACorporate Approver must approve the transaction initiated by a User. To authorise the pending
transaction, refer to Section 4.4 Pending for Approval in Approver Dashboard.
- Click Go To Dashboard to go back to the Dashboard.

= & BUTTERFIELD

Add Beneficiary

Review
You have initiated a request to add Domestic Bank Account Beneficiary. Please review details before you confirm!
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To delete or edit a Beneficiary:

Click the Options Menu icon (£).

= & BUTTERFIELD

Beneficiary List
< ayment Payroll Transfer Request Demand Draft Payment Status Enquiry Upcoming Payments Payee Templat
® Beneficiaries Payees
Search by Beneficiary name Q
N
A
PN
B
B Draft Dernand Draft :
Pay
Add New Account Add New Demand
Want tg
View/Edit
Payee: A Pay
Becky Delete bills electrol
2 Beneficiary
David does not
v
Edwin
Figure 8.1.7

Click Delete to delete, a pop-up window appears. Click Proceed to confirm the deletion.

Delete Payee

Are you sure you want to delete B Account?

B3

Figure 8.1.8
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To view or edit, click View/Edit, the beneficiary’s details are then displayed. Click Pencil icon ()
to edit the beneficiary details. Click Submit to save the changes.

The confirmation screen appears with a success message. Click Go To Dashboard to go back to
the Dashboard.
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Figure 8.1.9
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8.2 How do | view the Beneficiary Summary and details?

The following describes how to view beneficiary information.

How to navigate:

Menu Icon (E) > Payments > Setups > Manage Beneficiaries and Payees

&=, Accounts

B Credit Cards
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To view the Beneficiary Summary:

1. From the beneficiary list, select and click on the payee whose details you want to view.
Alternatively, click to search for a specific beneficiary whose details you want to view. The
specific beneficiary record appears.

2. Click Add New Account or Add New Demand Draft to add New Account type or Demand
Draft type of beneficiary.

= & BUTTERFIELD

Beneficiary List

< ayment Payroll Transfer Request Demand Draft Payment Status Enquiry Upcoming Payments Payee Templat
@ EBeneficiaries Payees
Search by Beneficiary name Q

A

A Internal
Add New Account Add New Demand Draft
Becky Want tg
Payee: A Pay!
David bills electro

Figure 8.2.2

To view the Beneficiary details:

1. From the Beneficiary list, select and click on the Options Menu icon (%) next to the
beneficiary whose details you want to view.

2. Click View/Edit. The View/Edit Beneficiary screen appears.

3. Click Pay to transfer funds to the Bank account or to issue demand draft, depending on
the account type maintained.
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9.1

Set up Standing Instructions

You can make a repeat transfer to existing beneficiaries or within your own accounts with
Standing Instructions. This section explains how to set up and stop Standing Instructions
payments through the Setup Menu. Alternatively, you can set up through the Dashboard.

How to set up Standing Instructions for existing Beneficiaries?

Repetitive payments can be paid with this feature. Users can set instructions for funds to
transfer at regular intervals toward registered beneficiaries or to the User’s own accounts.

How to navigate:

Menu Icon (E) > Payments > Setups > Standing Instructions

Accounts

Credit Cards

Chequing and Savings
2 Total Accounts
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File Upload
& BUTTERFIELD

Accounts
EDI File Upload

Credit Cards
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Figure 9.1.1c
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To Set Standing Instructions towards an internal existing payee:

LN wWwN e

10.
11.
12.
13.
14.

15.

Click Set Standing Instructions.

In the Transfer Type field select Existing Beneficiary.

In the Transfer Type field click Internal.

Select the Beneficiary Name to credit funds to.

Select the Account Number to debit funds from.

Select the Amount to debit.

From the Transfer Frequency list, select the frequency to execute the Standing Instructions.

From the First Transfer Date From field, select the start date to execute the Standing Instructions.

In the Last Transfer field, select the option to specify when the Standing Instructions are to stop. If you
have selected the option On, specify the date the Standing Instructions are to stop. If you have selected
the option After, specify the number of instances after which the Standing Instructions are to stop, i.e.,
if you specify the number 10, only 10 transfers will initiate at the specified frequency.

Enter a User Reference (Optional) and a Beneficiary Reference.

Click Setup to set up the Standing Instructions payment OR click Cancel to cancel the operation.
Standing Instructions Review screen appears. Verify the details and click Confirm OR click Cancel to
cancel the operation OR click Back to navigate back to previous screen.

The confirmation screen is displayed with a success message, along with a Reference Number and status
as “Pending for Approval”.

A Corporate Approver must approve the transaction initiated by a User. To authorise the pending
transaction, refer to Section 4.4 Pending for Approval in Approver Dashboard.

Click Go to Dashboard to go back to the Dashboard.
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Figure 9.1.2
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9.2 How to view and stop Standing Instructions?

The User can also stop a Standing Instruction, if so desired, from the view Standing
Instructions screen.

How to navigate:

Menu Icon (E) > Payments > Setups > Standing Instructions
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To view and stop Standing Instructions:

Click View Standing Instructions.

Select an option for Transfer Type, Status, Debit Account Number. Click Search.

On the specific Standing Instruction record click the Options Menu icon () to view or stop.
Select View to view details OR

Click Stop to cancel the Standing Instruction. A message appears confirming the stop action,
click Stop again.

6. A message confirming that the Standing Instructions has been stopped/cancelled appears.
Click Go To Dashboard, to navigate to the Dashboard OR click More Payment Options to
access other payment options.
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10. How to make a Payment

You can make a payment to existing beneficiaries or within your own accounts. This sections
explains how to make payments through the Payments Menu. Alternatively, you can make a
payment through the Dashboard.

10.1 How to send an International Wire Transfer to an Existing Beneficiary?
To Transfer Money to an Existing Beneficiary, select a beneficiary first and then select the specific
account of the beneficiary to receive the transfer. The User need not explicitly select the transfer

type (internal, domestic, or international) since this is defined at the time of beneficiary creation.

How to navigate:

Menu Icon (E) > Payments > Payments and Transfers > Transfer Money
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To do a Wire Transfer to Existing Beneficiary:

A ol

&0

10.
11.
12.
13.
14.

15.

16.

Select Existing Beneficiary.

Select the Transfer Type as Wire.

Select the Beneficiary from the list of added beneficiaries.

Select the Transfer From account number the funds will transfer from.

Select the Currency of the transfer. Currency defaults to destination account currency for
Internal Transfer, and local currency for Domestic Transfer. For an international transfer,
select the currency from the list.

Select the Amount to debit (choose either the To Amount — the amount of funds the
Beneficiary’s Account will receive, OR the From Amount — the amount of funds your Account
will be debited).

Select Inclusive of Charges if bank fees are to be deducted from the transfer amount.

Select the Transfer When field as Now or Later.

Specify whether the fund transfer takes place through an intermediary bank, if needed. This
field appears for an international transfer.

Enter a User Reference (Optional) and a Beneficiary Reference.

Click Transfer to initiate the payment OR click Cancel to cancel the operation.

The Transfer Money Review screen appears. Verify the details, and click Confirm OR click
Cancel to cancel the operation OR click Back to navigate back to the previous screen.

A one-time verification code may be sent to the email address on file or via PUSH notification
to the registered device. Enter the code and click Submit.

The confirmation screen is displayed with a success message along with a Reference Number
and status as “Pending for Approval”.

A Corporate Approver must approve the transaction initiated by a User. To authorise the
transaction, refer to Section 4.4 Pending for Approval in Approver Dashboard.

Click on Set Standing Instruction to set standing instructions or click Go To Dashboard to go
back to the Dashboard.

%5 BUTTERFIELD

Transfer Money

Transfer Money Pay Bills Adhoc Demand Draft One-time Payment Request Demand Draft Payment Status E
Select
® Existing Beneficiary Own Account
Transfer Type
a
Internal Domestic Wire

Transferring money has never been
easier!

, : ; Please ensure the Transfer Currency matches the To
£=J Transfer ) Cance ~— Bac Account Currency.

For future dated transactions, including standing

Figure 10..1.2

Butterfieldonline.com | Butterfield Online Corporate User Guide | Version 2.1 | 01 October 2023

66



= & BUTTERFIELD

Transfer Money

Transfer Money Pay Bills Adhoc Demand Draft One-time Payment Request Der
Select
@ Existing Beneficiary Own Account
Transfer Type
Internal Domestic Wire
Transferri

Beneficiary

Alex v
Please ensure the

Account Currenc

@ Alex For future dated t
instructions, the ¢

the date of the tr

Beneficiary Account Number Transfer Type

811 WIRE Details contained
appear in the onli

Beneficiary Name user and the beng

Alex Bermuda Clients:

Bermuda Limited

Beneficiary Address i
y Transfers in othe

5248, Par la Ville Rd, Domestic Funds
Bank Details Currency
000 usD -
BANK OF MONTREAL o
0 Amount
845 Rue de Saint-Jovite UsD 1,000.00
CA From Amount

Transfer From
0010 View Limits
Note: Choose either the To Amount or the From Amount.

ve Of Charges

Balance : USD 1,249,870.49

Currency

Figure 10.1.3

ransfer via Intermediary Bank
Yes ® No
Payment Details (Optional)
Invoice 0001

Add Payment Details

Sender To Receiver Details (Optional)
Invoice 0001

Add Sender To Receiver Details

Internal Note
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One Time Verification

Verification Code

Atternpts Left
3

Reference Number

2277402

To complete this transaction, you must ent~r tha varifinatian anda that has been sent to you.

Enter 1 to 10 characters.

Figure 10.1.4

= & BUTTERFIELD

Transfer Money

Review

Transfer to

@ A Sea

Nickname
A Sea
ransfer Type
WIRE
Beneficiary Account Number
8114
Account Name
A Sea
Bank Details
000
BANK OF MONTREAL

845 Rue de Saint-Jovite
CA

Payee Address

S 248, Parla Ville Rd
Transfer From

0010

To Amount

USD 1,000.00
Inclusive Of Charges

N

Exchange Rate

You initiated a request for Transfer Money. Please review details before you confirm!

TCTOSIVE OT CIarges

N

Exchange Rate

1

Charges

UsD 30.00

FCPT (Applicable for Bermuda users)

USD 0.00
Total From Amount
USD 1,030.00
Transfer When

10 Feb 2023
Correspondence C

SHARED

Payment Details
Invoice 0001

Sender To Receiver Detal

o

Invoice 0001

Figure 10.1.5

Note: Any exchange rates displayed during the confirmation proce
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To add transaction as Payee Template:

1. Click on Add Payee Template to add the payment transaction to favourites.
Click OK to add the payment transaction to favourites or click Cancel to cancel the process.
3. The screen displays a success message. Click Done to go back to the Dashboard.

N

Invoice 000 02 Feb 2023

What would you like to do next?

= & @

Go To Dashboard Add Payee Template Set Standing Instruction

Figure 10.1.6

Are you sure you want to mark the transaction as favourite?

Figure 10.1.7

e Template

Transaction marked as favourite successfully.

Figure 10.1.8
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10.2 How do | Transfer Funds between my Own Accounts?

To Transfer Money between your own accounts, the User has to select the accounts for transfer.

How to navigate:

Menu Icon (E) > Payments > Payments and Transfers > Transfer Money

- Accounts

Credit Cards

Chequing and Savings

Pending Apprd

File Upload Accounts

EDI File Upload Credit Cards

Investments Payments

Figure 10.2.1a Payee Templates

Setups

Enquiries

Figure 10.2.1b

Accounts

Credit Cards

Payments

Payee Templates

Setups

Payments and Transfers

Pay Bills

Figure 10.2.1c
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Chequing and Savings
2 Total Accounts

Accounts Summary
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Chequing and Savings

Accounts Summary
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To Transfer Money between your own accounts:

© N W

10.
11.
12.

13.

Select Own Account.

Select the Transfer To account number to transfer funds to.

Select the Transfer From account number to transfer funds from.

Enter the amount in the To Amount or From Amount fields to debit.

Select the Transfer When field as Now or Later.

Enter a User Reference (Optional) and a Beneficiary Reference.

Click Transfer to initiate the payment OR click Cancel to cancel the operation.

Transfer Money Review screen appears. Verify the details and click Confirm OR click Cancel to cancel the
operation OR click Back to navigate back to the previous screen.

A one-time verification code may be sent to the email address on file or via PUSH notification to the registered
device. Enter the code and click Submit.

The confirmation screen is displayed with a success message along with a Reference Number and status as
“Pending for Approval”.

A Corporate Approver must approve the transaction initiated by a User. To authorise the pending transaction,
refer to Section 4.4 Pending for Approval in Approver Dashboard.

Click on Set Standing Instruction to create standing instruction or click Go To Dashboard to go back to the
Dashboard.

Click on Add Payee Template to add the payment transaction to favourites.

%5 BUTTERFIELD

Transfer Money

< Transfer Money Pay Bills Adhoc Demand Draft q
Select
Existing Beneficiary ® OwnAccount
Transfer To
0604 - Mast... v

Transfer From

8404 v

Balance : USD 114,120.50

BMD BMD 10.00
To Amount
From Amount
BMD BMD 10.0
0 usb
From Amount Note: Choose either the To Amount or the From Amount.
usD
Transfer When
Note: Choose either the To Amount or the From Amount.
® Now Later
Transfer When
® Now Later User Reference (Optional)
Transfer

Figure 10..2.2

Beneficiary Reference

Transfer
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= & BUTTERFIELD

Transfer Money

Review

You initiated a request for Transfer Money. Please review details before you confirm!

Transfer To

To Amount
BMD 10.00
Exchange Rate
1

Charges

UsSD 0.00

FCPT (Applicable for Bermuda users)
UsSD 0.00

Total From Amount

UsSD 10.00

Transf

01 Feb 2023

User Reference (Optional)

Transfer

Beneficiary Reference

Transfer

Note: Any exchange rates displayed during the confirmation process are indicative only. The exchange rate relevant to the processing date

Figure 10.2.3
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10.3 How to send money to other Bank Accounts?
Users can initiate requests for ad-hoc transfer to beneficiaries via the one-time Payment option.

How to navigate:

Menu Icon (E) > Payments > Payments and Transfers > One-time Payment

= & BUTTERFIELD

Accounts

Credit Carl

Chequing and Savings

Pending Appre
% BUTTERFIELD

Accounts
File Upload S

Credit Cards
EDI File Upload [Ras
Chequing and Savings

Payments =
Investments E 2 Total Accounts

Figure 10.3.1a Payee Templates
Setups
Accounts Summary

Enquiries

Fi 10.3.1b
o %5 BUTTERFIELD

Accounts
Credit Cards
Chequing and Savings
Payments v 2 Total Accounts
Payee Templates
Setups
Payments and Transfers v Accounts Summary
Transfer Money
Pay Bills FULL-NAME-20

Adhoc Demand Draft
FULL-NAME-20

Page 1 of1 (1-20f2items)

Payroll Transfer

Request Demand Draft Activity Log

Figure 10.3.1c
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To initiate a request for Domestic One-time Payment:

S e

13.
14.

15.
16.

Select the Payment Type as Domestic.

Select the beneficiary’s bank in the Select Bank dropdown.

Input the Beneficiary Account Number to credit funds to.

Input the Beneficiary Name and Address.

In the Transfer From field select the account to debit.

Select the Currency in which the transfer is to take place. The currency defaults to the destination account
currency for Own and Internal Transfer, and local currency for Domestic Transfer. For International
Transfer, select the currency from the list.

Input the Amount to debit.

Select the Transfer When field as Now or Later.

Enter a User Reference (Optional) and a Beneficiary Reference.

. Click Submit to initiate the payment OR click Cancel to cancel the operation.
. The Transfer Money Review screen appears. Verify the details, and click Confirm OR click Cancel to cancel

the operation OR click Back to navigate back to the previous screen.

. A one-time verification code may be sent to the email address on file or via PUSH notification to the

registered device. Enter the code and click Submit.

The confirmation screen is displayed with a success message, along with a Reference Number and status
as “Pending for Approval”.

A Corporate Approver must approve the transaction initiated by a User. To authorise the pending
transaction, refer to Section 4.4 Pending for Approval in Approver Dashboard.

Click on Add as Beneficiary to add the beneficiary.

Click Go to Dashboard to go back to the Dashboard.

% BUTTERFIELD

One-time Domestic Payment

Transfer Type
Country(Optional)
[ Bermuda v
Internal ‘Domestie ™  wire
Select Bank lransfer From
CLARIEN BANK BERMUDA v 0604- Mast... v

Balance : BMD 1,009,751.45
Beneficiary Account Number

Amount
1234
BMD v BMD 100.00
Beneficiary Name
View Limits
AG
Transfer When
Beneficiary Address
; A ® Now Later
Address Line 1
PO Box 000
City User Reference (Optional)
Hamilton Reimbursement
State(Optional) Beneficiary Reference

Reimbursement

Country(Optional)

Bermuda v

Figure 10.3.2
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= & BUTTERFIELD

One-time Domestic Payment

Review

You initiated a request for One-time Payment.Please review details before you confirm!
Transfer Type
Domestic
Beneficiary Account Number

1234
Beneficiary Name
AG

Bank Details
CAPG_BM
Beneficiary Address
PO Box 000
Hamilton
Bermuda
Amount

BMD 100.00
Exchange Rate

1

Charges

BMD 0.50

FCPT (Applicable for Bermuda users)
BMD 0.00

Total From Amount

BMD 100.50

Transfer When

01 Feb 2023

Transfer From

0604

User Reference (Optional)
Reimbursement

Beneficiary Reference

Reimbursement

Figure 10.3.3

What would you like to do next?

= &

Go To Dashboard Add as Beneficiary?

Figure 10.3.4
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10.4 How to send money to another Butterfield Account?

An Internal Bank account is a beneficiary who holds an account within Butterfield.

How to navigate:

Menu Icon (E) > Payments > Payments and Transfers > Transfer Money

Accounts

Credit Cards

Chequing and Savings
2 Total Accounts

Pending Appr

File Upload Accounts

EDI File Upload Credit Cards

Chequing and Savings
Investments Payments v 2 Total Accounts

Figure 10.4.1a Payee Templates
Setups
Accounts Summary

Enquiries

Fi 10.4.1b
o %5 BUTTERFIELD

Accounts

Credit Cards
Chequing and Savings

Payments d 2 Total Accounts

Payee Templates

Setups

Payments and Transfers Accounts Summary

Pay Bills FULL-NAME-20

Figure 10.4.1c
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To do Internal Money Transfer to an existing beneficiary:

1. Select Existing Beneficiary

2. Select the Transfer Type as Internal.

3. Select the Beneficiary to credit funds to.

4. Select the Account Number to transfer funds from.

5. The currency defaults to destination account currency for Internal Transfer.

6. Input the Amount to debit.

7. Select the Transfer When field as Now or Later.

8. Enter a User Reference (Optional) and a Beneficiary Reference.

9. Click Transfer to initiate the payment OR click Cancel to cancel the operation.

10. The Transfer Money Review screen appears. Verify the details, and click Confirm OR
click Cancel to cancel the operation OR click Back to navigate back to previous screen.

11. A one-time verification code may be sent to the email address on file or via PUSH

notification to the registered device. Enter the code and click Submit.

12. The confirmation screen is displayed with a success message, along with a Reference
Number and status as “Pending for Approval”.

13. A Corporate Approver must approve the transaction initiated by a User. To authorise
the pending transaction, refer to Section 4.4 Pending for Approval in Approver
Dashboard.

14. Click on Set Standing Instruction to create standing instruction or click Go To
Dashboard to go back to the Dashboard.

15. Click on Add Payee Template to add the payment transaction to favourites.

= & BUTTERFIELD

Transfer Money

Transfer Money Pay Bills Adhoc Demand Draft One-time Payment Payroll Transfer Request Demand Draft
Select
® Existing Beneficiary Own Account
Transfer Type

Internal Domestic Wire

Transf

Beneficiary
Please Select v

For future da
instructions,
the date of th

T | =] Details conta
1 = appear in the

user and the

Figure 10.4.2
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= & BUTTERFIELD

Transfer Money

Transfer Money Pay Bills Adhoc Demand Draft One-
Select
@ Existing Beneficiary Own Account

Transfer Type

Internal Domestic Wire

Ac v
0 -
Beneficiary Account Number Transfer Ty
8401 INTERNAL

Beneficiary Name

Ac
Transfer From
0604 - Mast... v

Balance : BMD 1,009,751.45

To Amount
usD USsD 10.00
From Amount

BMD

Note: Choose either the To Amount or the From Amount.

Transf

@ Now Later

User Referenc:

Invoice 000

Invoice 000

&9 Transfer

jary Reference Enter 11 BMD 013

= & BUTTERFIELD

Transfer Money

Review

You initiated a request for Transfer Money. Please review details &

Nickname

Ac

Transfer Type
INTERNAL
Account Name
Ac

Account Number
8401

Transfer From
0604

To Amount
USD 10.00
Exchange Rate
1.0043

Charges

BMD 0.50

FCPT (Applicable for Bermuda users)

Total From Amount

BMD 1067
Transfer When

01 Feb 2023

User Reference (Optional)

Invoice 000

Figure 10.4.3

Beneficiary Reference
Invoice 000

Note: Any exchange rates displayed during the confirmation process ar
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10.5 How to Pay Bills?

Users can initiate bill payments towards Payees/Billers they have already added/registered. All registered Payees
appear for selection. Once the User selects a Payee, the Payee’s details populate on the screen for the User to
verify. The User can proceed to initiate the bill payment transaction by specifying details such as what amount to
pay, the account to transfer funds from, the payment date, and the bill number.

How to navigate:

Menu Icon (E) > Payments > Payments and Transfers > Pay Bills

. Accounts

Credit Cards

Pending Apprt

File Upload

EDI File Upload

Investments

Figure 10.5.1a

Chequing and Savings
2 Total Accounts

% BUTTERFIELD

Accounts

Credit Cards
Chequing and Savings

Payments v 2 Total Accounts

Payee Templates

Setups

Accounts Summary

Enquiries

Figure 10.5.1b

Accounts
Credit Cards
Chequing and Savings

Payments \ 2 Total Accounts

Payee Templates

Payments and Transfers Accounts Summary

Transfer Money

C

FULL-NAME-20 0

M

Adhoc Demand Draft c
FULL-NAME-20 8

One-time Payment

Page 1 of1 (1-2of 2items)

Figure 10.5.1c

Butterfieldonline.com | Butterfield Online Corporate User Guide | Version 2.1 | 01 October 2023



To Pay Bills:

1. Select the Payee Name and the Payee Account Number.
Select the Currency.

W

limits. The utilised amount and the available limit appears.

From the Pay From list, select the source account to debit.

Select the Transfer When field as Now or Later.

Enter a User Reference (Optional) and a Beneficiary Reference.

Click Submit. Alternatively, click Cancel to cancel the operation and to navigate back to
the Dashboard.

8. The Pay Bills Review screen appears. Verify the details and click Confirm. Alternatively,

No vk

click Cancel to cancel the operation and to navigate back to the Dashboard OR click Back

to navigate to the previous screen.
9. The confirmation screen is displayed with a success message along with a Reference
Number and status as “Pending for Approval”.

10. A Corporate Approver must approve the transaction initiated by a User. To authorise the

pending transaction, refer to Section 4.4 Pending for Approval in Approver Dashboard.
11. Click on Add Payee Template to add the payment transaction to favourites.

= & BUTTERFIELD

In the Amount field, enter the payable amount. Alternatively, click the View Limits link to
check the transfer limit. From the Channel list, select the appropriate channel to view its

Figure 10.5.2 el

27 Characters Left

Bill Payment
Transfer Money Pay Bills Adhoc Demand Draft One-
2 Add Payee
Payee Name
Belco v
Payee Account Number
1234 v
Currency
BMD v
Amount
BMD 130.00 sau .
View Limits Balance : USD 114,120.50
Pay From
8404 " Transfer When
® Now Later
Balance : USD 114,120.50
User Reference (optional)
Transfer When
Tel bill
® Now Later
I P : 27 Characters Left
User Reference (optional) Note (optional) Enter 1 to 35 characters.
Tl il
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= & BUTTERFIELD

Bill Payment

Review

You initiated a request for Bill Payment. Please review details before you confirm!
Payee Name
Belco
Payee Account Number

1234

Amount

BMD 130.00
Pay From
8404

Bill Date

01 Feb 2023
User Reference

Tel bill

Note

Tel bill

Figure 10.5.3

What would you like to do next?

v

Go To Dashboard Add Payee Template

Figure 10.5.4
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10.6 How do |l initiate a Demand Draft issuance?

Users can initiate requests for Demand Drafts to be payable towards beneficiaries not registered
as beneficiaries in the system, via the Adhoc Demand Draft feature. Once the User registers the

beneficiary, the User can initiate a request to the Bank to issue a Demand Draft.
How to navigate:

Beneficiary not registered
Menu Icon (E) > Payments > Payments and Transfers > Adhoc Demand Draft

Beneficiary not registered
Menu Icon (E) > Payments > Payments and Transfers > Request Demand Draft

. Accounts

Credit Cards

Pending Appré
% BUTTERFIELD

Accounts
File Upload

; Credit Cards
EDI File Upload

Chequing and Savings
Payments v 2 Total Accounts

Investments
Figure 10.6.1a Payee Templates
Setups

Accounts Summary

Enquiries

Figure 10.6.1b Pay Bills

One-time Payment

Payroll Transfer

FULL-NAME-20

FULL-NAME-20

@O =N

Page 1 of1 (1-2of 2items)

Figure 10.6.1c

Adhoc Demand Draft

One-time Payment

Payroll Transfer

FULL-NAME-20

Page 1 of1 (1-2of 2 items)

Activity Log

Figure 10.6.1d
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To initiate Demand Draft request:

1.

10.

11.

12.

13.

14.

From the Draft Type field, select the option Domestic or International. The fields

in which the User can enter details required to initiate a request for a domestic/
international Demand Draft appear.

Adhoc Demand Draft: In the Beneficiary Name field, enter the name of the payee as it is
to be printed on the draft.

Request Demand Draft: From the Beneficiary Name, select the payee to whom the
Demand Draft is to be issued.

In the Collect At field, select the appropriate draft delivery branch.

From the Currency field, select the preferred currency.

In the Amount field, enter the amount of the draft.

In the Scheduled On field, select the Now option to indicate whether the draft is for the
same day or select the Later option to issue draft on a date in the future.

From the Transfer From account list, select the account to be debited for the Demand
Draft.

Enter a User Reference (Optional) and a Beneficiary Reference.

Click Submit to initiate the request for the issue of the Demand Draft. Alternatively, click
Cancel to cancel the transaction.

The Review screen appears. Verify the details and click Confirm. Alternatively, click Cancel
to cancel the operation and to navigate back to the Dashboard. Alternatively, click Back
to return to the Adhoc or Request Demand Draft initiation screen.

The confirmation screen is displayed with a success message along with a Reference
Number and status as “Pending for Approval”.

A Corporate Approver must approve the transaction initiated by a User. To authorise the
pending transaction, refer to Section 4.4 Pending for Approval in Approver Dashboard.
Click on Add Payee Template to add the payment transaction to favourites.

= & BUTTERFIELD

Adhoc Demand draft

Draft Type

International

Beneficiary Name

AG

Coliect At

REID STREET BANKING CENTRE v

Amount
usbD + USD 100.00
o9uUT v
View Limits
Scheduled On Balance : USD 1,250,200.99
® Now Later User Reference (Optional)
Transfer From Invoice 004
8401 v Beneficiary Reference
Balance : USD 1,250,200.99 Invoice 004

User Reference (Optional)

Invoice 004

Beneficiary Reference

Figure 10.6.2
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= & BUTTERFIELD
Request Demand Draft

Draft Type
Domestic International

Beneficiary Name

D Demand Draft

D Demand Draft
Collect At

SOMERSET BANKING
CENTRE

Amount
BMD v BMD 50.00

View Limits
Scheduled On
@ Now Later

ran

8404 v
Belance : USD 114,120.50

User Reference (Optional)
Invoice 000

Beneficiary Refere

Invoice 000

Enter 1

Figure 10.6.3
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Request Demand Draft

Review

You initiated a request for Demand Draft. Please review details §

Beneficiary Name

ED

Collect At

SOMERSET BANKING CENTRE

Amount

BMD 50.00

Scheduled On

01 Feb 2023

From Account

8404

Exchange Rate

1

Total From A

USD 50.00

User Refe

Invoice 000

nce

Beneficiary Reference

Invoice 000

Figure 10.6.4

Beneficiary Reference

Invoice 000

What would you like to do next?

e

Go To Dashboard Add Payee Template

Figure 10.6.5
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10.7 How to do a Payroll Transfer
Through this feature, Users can initiate transfers towards registered beneficiaries of different
transfer types, i.e., Internal, and Domestic Transfers with different transfer dates, all at once
from a single screen.

How to navigate:

Menu Icon (E) > Payments > Payments and Transfers > Payroll Transfer

. Accounts

Credit Cards

Pending Appré
= & BUTTERFIELD

Accounts
File Upload i

Credit Cards
EDI File Upload
Chequing and Savings
Payments v 2 Total Accounts
Investments

Figure 10.7.1a Payee Templates

Setups

Accounts Summary

Enquiries

Fi 10.7.1b
o %5 BUTTERFIELD

Accounts

Credit Cards
Chequing and Savings

Payments 2 Total Accounts

Payee Templates

Setups

Payments and Transfers Accounts Summary

Transfer Money

Cc

Pay Bills FULL-NAME-20 0
M

¢

FULL-NAME-20 8

One-time Payment

Figure 10.7.1c

Page 1 of1 (1-2of 2items)
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To transfer funds to multiple beneficiaries:

1. From the Payment Template list, select the template towards to transfer funds to. The beneficiary details

of the selected template appear.

Transfer From Account list for the transfer auto-populate based on the template.

The Currency and Amount auto-populates from the template list.

In the Transfer When field, select the option Now or Later to indicate when to do the transfer.

Add beneficiary by clicking the link Add Another Payment if needed.

Click Save as Template to save the payment record as template.

Click Submit Transfer to submit all the transfer records to the Bank. Alternatively, click Cancel to cancel

the operation.

8. The Review screen appears. Verify the details and click Confirm. Alternatively, click Cancel to cancel
the operation and to navigate back to the Dashboard. Alternatively, click Back to return to the Payroll
Transfer screen.

9. The confirmation screen appears with a success message along with a Reference Number and status as
“Pending for Approval”.

10. A Corporate Approver must approve the transaction initiated by a User. To authorise the pending
transaction, refer to Section 4.4 Pending for Approval in Approver Dashboard.
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Select Type

No ks wN

New Payment ® Payment Template

Select Template

Pay -
lect When to Pay
@ Now Later
From Account
If your payroll
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Figure 10.7.2
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Payroll Transfer

Review Payroll Transfer

You have initiated new Payroll Template. Please review the details before you confirm!

Account Number

8404
Beneficiary 1
Beneficiary Name Transfer From Amount
AG USD 1,500.00
Beneficiary 2
ransfer From Amount
BMD 350.00

User Reference/ Template Name
Pay

beneficiary Reference

Pay

Figure 10.7.3

Completed

What would you like to do next?

Go To Dashboard

Figure 10.7.4
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10.8 Upcoming Payment Enquiry through the Payments Menu

Upcoming Payment is a unique feature available to users that displays the list of payments the
User initiates that are awaiting processing either on the same day or on a future date.

How to navigate:

Menu Icon (E) > Payments > Enquiries > Upcoming Payments Enquiry

- Accounts

E= Credit Cards

Pending Appr

File Upload

EDI File Upload

Investments

Figure 10.8.1a

= & BUTTERFIELD

22, Accounts
Credit Cards

Chequing and Savings
2 Total Accounts

Payments

Payee Templates

Setups

Payments and Transfers Accounts Summary

Pending Approvals

%5 BUTTERFIELD

Figure 10.8.1b Accounts

Credit Cards

Chequing and Savings

Payments 2 Total Accounts

BMD 1,009,;

Payee Templates BMD (1 Ac|

Setups

Accounts Summary

Payments and Transfers

Enquiries
C
FULL-NAME-20 0
M
Inward Remittance Enguiry C
FULL-NAME-20 8

Payment Status Enquiry

Page 1 of1 (1-2of 2items)

Figure 10.8.1c
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To view Upcoming Payments:

1. From the Account Number list, select an account number to view all the Upcoming Payments.

2. Select the Transfer Type listed as Domestic, Internal/Own, or Wire. Then click the Search
button to return the results.

3. To delete the transaction, click the Delete icon (1I).

nt Number Host Reference Number

02 Feb 2023 2303202061 NAME_06019 Domestic Transfer 0601 Scheduled Single Pa
02 Feb 2023 2303202051 NAME_06019 Domestic Transfer 0601 Scheduled Single Pa
02 Feb 2023 2303202051 NAME_84019 Domestic Transfer 8401 Scheduled Single Pa

Page 1 of1 (1-80f3items)

Maker

=11 Welcome, Vern Butterfield « -
Last login 01 Feb 05:50 PM

Figure 10.8.2

Scheduled Single Payment BMD 1,200.00 /]

Scheduled Single Payment BMD 15.00 |

Scheduled Single Payment USD 100.00 i)
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10.9 Payment Status Enquiry through Payments Menu

The Payment Status Enquiry screen enables Corporate Users to review and keep track of all
their payments. This feature displays details of all payments initiated from Chequing and

Savings Accounts.

How to navigate:

Menu Icon (E) > Payments > Enquiries > Payment Status Enquiry

Accounts

E= Credit Cards

Pending Appr

File Upload

EDI File Upload

Investments

Figure 10.9.1a

= & BUTTERFIELD

22, Accounts
Credit Cards
Chequing and Savings
Payments 2 Total Accounts

Payee Templates

Setups

Payments and Transfers Accounts Summary

% surrenrisio
Pending Approvals B T

Credit Cards

Fi 10.9.1b
e Chequing and Savings

Payments 2 Total Accounts
Payee Templates
Setups

Payments and Transfers Accounts Summary

Enquiries
: C
Upcoming Payments Enquiry FULL-NAME-20 0
M
Inward Remittance Enquiry Ie
FULL-NAME-20 8

Page 1 of1 (1-2of2items)

Pending Approvals

File Upload Activity Log

Figure 10.9.1c
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To view Payment Status:

1. From the Account Number list, select an Account Number to view all the upcoming

payments.

2. You can also search a transaction by entering the host Reference Number and clicking

on Search.

3. Users can apply search criteria which are:
- Host Reference Number.

- Transfer Type.
- From Date.
- To Date.

= &5 BUTTERFIELD

Host Reference Nur

Payments Status Enquiry

mber

Account Number

o~
Host Reference Number \}) 0604 - Mast... v
Transfer Type
Please Select
From Date o Date
s
“~More Search Option
31 CUSTOMER-20
Jan 2023 2303 nternal Transfer
31 NAME_84
Jan 2023 2303 nternal Transfer
25 NAME_84
Jan 2023 2303 nterna
(Showing 3 out of 3 items)
Figure 10.9.2
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10.10 Inward Remittance Enquiry through Payments Menu

Using this enquiry transaction, the User can enquire the Inward Remittances received in your
account. By default, the User receives a summarised view of all Inward Remittances received in all
the Chequing and Saving Accounts with a view of maximum ‘N’ records. An option is available to
search specific remittance transaction based on various search criteria.

How to navigate:

Menu Icon (E) > Payments > Enquiries > Inward Remittance Enquiry

. Accounts

Credit Cards

Chequing and Savings

Pending Appri

) — BUTTERFIELD
File Upload &2, Accounts g

EDI File Upload Credit Cards

Chequing and Savings
Investments Payments 2 Total Accounts

Figure 10.10.1a Payee Templates

Setups

Accounts Summary

Payments and Transfers

Accounts % BUTTERFIELD
Pending Approvals wt

Credit Cards
Figure 10.10.1b

Chequing and Savings
Payments v 2 Total Accounts

Payee Templates

Setups

Payments and Transfers Accounts Summary

Enquiries
C
Upcoming Payments Enquiry FULL-NAME-20 0
M
C
FULL-NAME-20 3

Payment Status Enquiry Phge 7 ol (12 0t5 fere)

Pending Approvals

Figure 10.10.1c
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To view Inward Remittances:

1. From the Account Number list, select the appropriate Account Number.
2. Click Search to view the list of Inward Remittances. Alternatively, click Reset to clear
the details entered or click Cancel to cancel the transaction.

= &5 BUTTERFIELD

Inward Remittance Enquiry

Account Number
0604 - Mast... v

From Date To Date

Figure 10.10.2
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11. Track a Service Request

The User can view all the Service Requests along with the updated status of each Service
Request they initiate. This feature enables the User to view the details of each Service
Request and hence, enables the User to keep track of all the Service Request initiated.

How to navigate:

Menu Icon (E) > Service Request

%5 BUTTERFIELD

Accounts

il

Credit Cards

Chequing and Savings Fixed Deposits
Payments 2 Total Accounts 2 Total Accounts

g

Pending Approvals BMD 1,007,511.28
BMD (1 Accounts)

g

5
]

File Upload

=2

EDI File Upload Accounts Summary

Investments

@n

CORPORATE REGULAR CHEQUING
Reports FULL-NAME-20 0604
Master Acc

CORPORATE REGULAR CHEQUING
8404

Page 1 of1 (1-2of 2items)

FULL-NAME-20

Mailbox

Figure 11.1.1

To search the service requests:

1. Enter any two search criteria in the Service Request search fields. The search results
based on the search criteria appear on the Track Request screen.

2. Click the Request Name link of the specific Service Request record to view the details of
that Service Request.

3. Click Back to navigate back to the Service Request Summary screen.
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= % BUTTERFIELD

Track Request
Refine Your Results e
Fixed Deposit +  Category Name v

From Date - Category Name =

Break Fixed Deposit

No data to display. Track y

Page 1 (0 of 0 items) To check the stat
specify the referel
provided and sele

Figure 11.1.2

= % BUTTERFIELD

Track Request

Refine Your Results 5,

Fixed Deposit v  Break Fixed Deposit v

From Date B ToDate = Status v

. : i Track

02 Feb 2023 Break Fixed Deposit 6255 Pending 1
o & s To check the stat
Page 1 of1 (1of1items) specify the refere|

provided and sele
Figure 11.1.3

— % BUTTERFIELD

Service Request Details

Request For

OTHERS
Date Requested Status
02 Feb 2023 Pending
Comments from Bank
Account Number Redemption Type
0604 Partial

PayTo

Own Account

Figure 11.1.4
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12.

12.1

Communicate with the Bank using
secure email

This section explains how to compose, view, and delete emails and view alerts the Bank sends. You
can check the Mailbox through Mailbox Menu. Alternatively, click on the mail icon (@) in the upper
right area of the screen.

How do | compose an email?

Using this option, the User can initiate a message communication with the Bank. The Mailbox is a
communication channel between the Bank and the User. To send a message to the Bank, first select a
category, which identifies the message’s purpose. The specification of a category enables the Bank to

assign the User’s concern/query to the desired team, which ensures a timely and accurate response.

How to navigate:

Menu Icon (E) > Mailbox > Inbox

%5 BUTTERFIELD

Accounts

b

i

Credit Cards

Chequing and Savings
Payments 2 Total Accounts

Lop Fenunyg APRIovars

g

BMD [ Abcounls}

]

Pending Approvals
File Upload

B

File Upload

EDI File Upload Accounts Summary
EDI File Upload

Investments
Investments

i CORPORATE
Reports FULL-NAME-20 0604

Reports Master Acc
Service Requests CORPORATE

Service Requests FULL-NAMEZ A

Statements

Page 1 of1 (1-2of2items)
Mailbox

Profile Settings

Activity Log

Alerts
Accounts (1)

Figure 12.1.1a Notifications Approved

Initiated

Figure 13.1.1b

Viewer »

. Q) [ 2 Welcome, Vern Butterfield .
ERFIELD ® — Last login 30 Jan 07:00 PM

Figure 12.1.1c
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To send a message:

1. Click Compose Message. The screen you can compose on and send messages to the Bank appears.
2. From the Category list, select the appropriate option.

3. Inthe Message section, enter the message.

4. Click Attach Files if you want to attach any reference document. File should be no more that 5MB,
and the allowed file types are JPEG, PNG, DOC, PDF, TXT, and ZIP.

Click Send. A successfully sent message appears.

= & BUTTERFIELD

il

Mailbox
Compose Message G T Start Date - End Date
) Inbox
<]  SentMalil
'|E|F Deleted Mail _— -
sUbject
Mo item in inbox
Page 1 (0of Oitems)
Figure 12.1.2
= & BUTTERFIELD
Mailbox

Category

Compose Message

Address Change / Contact Update ...

[~ Inbox

< sentMail Kindly change my address to the following:
PO Box 0000

Ti]  Deleted Mail

945 Characters Left

] Send

Maximum allowed file size 5 MB.Allowed file types : JPEG, PNG, DOC, PDF, TXT, ZIP.

Figure 12.1.3

Your message has been sent successfully,

Figure 12.1.4
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To view and delete received messages:

1. Inthe Mailbox screen, click the Inbox option.

2. The Inbox folder with a list of received messages appears. Click an individual message to
view that message’s details. The Inbox screen with a detailed message record appears.

3. Click Reply if you want to reply, enter message, and click Send to send the response to
the Bank. A message confirming that you successfully sent the message appears. Click
Attach File to add an attachment to the response message, if needed. Files should be
5MB of size and supported formats are PNG, DOC, JPEG, PDF, TXT and ZIP.

4. Click Delete to delete the message OR click Back to navigate to the previous page.

~2' Welcome, VERN BU}

Last login 2]
Mailbox
Compose Message B Tij  StertDate gy et
] Inbox(2)
<7 Sent Mail
Tl  Deleted Mail
a
= Re :Address Change / Contact Update (Please ,
U provide Account number). 0270185 26.Jan 202303
Re :Travel Date Advisory (Please provide your travel
dates and locations you will visit. Please include the g
= last 4 digits of your card number and the card type, 020158 26480 2023 0%
Figure 12.1.5
= % BUTTERFIELD Q. =V Welcome, VETE: QE‘!anf
Mailbox
Compose Message = Reply
& Inbox(1) From : Call Centre - Bermuda
<] Sent Mail Sent 26 Jan 2023 04:57:28 PM
Subject Re :Address Change / Contact Update (Please provide Account number).

7] Deleted Mail

Good day Please note your address has now been updated as per your request. Kind regards Butterfield §

Desk

From: VERN BUTTERFIELD

Sent 20 Jan 2023 07:05:37 PM

Subject Address Change / Contact Update (Please provide Account number).

Kindly change my address to the following: PO Box 0000

Figure 12.1.6
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= & BUTTERFIELD

Mailbox
Compose Message I Delete |
Inbox (1

= Incox 1) Thank you.

</ sentMail

Tl Deleted Mail
990 Characters Left
2 sarrs
Maximum allowed file size 5 MB.Allowed file types : JPEG, PNG, DOC, PDF, TXT, ZIP.
From: Call Centre - Bermuda
Sent 26 Jan 2023 04:57:28 PM

Figure 12.1.7

Your message has been sent successfully.

Figure 12.1.8
A\ From: Call Centre - Berrmuda
t Mail Sent: 26 Jan 2023 045728 PM
Subject Re :Address Change / Contact Update (Please provide Account number).
sted Mail
Good day Please note your address has now been updated as per your request. Kind regards Butterfield Service
Desk
From : VERN BUTTERFIELD
Sent 20 Jan 2023 07:05:37 PM
Subject ; Address Change / Contact Update (Please provide Account number).
Kindly change my address to the following: PO Box 0000
Figure 12.1.9
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To view and delete the deleted messages:

1. Inthe Mailbox screen, click the Deleted Mail option.

2. The Deleted Mail folder with deleted messages appears. Click an individual message to
view the message’s details.

3. Click Delete to delete the message.

4. To delete multiple emails, select the check box next to the emails, and click the Delete
icon (T). Click the Refresh icon (£3) to refresh the folder if needed.

5. To restore the deleted email back to inbox, select the check box(s) next to the email, and
click the Restore icon (9).

= & BUTTERFIELD

Mailbox
” Compose Message S rﬁT %

Messa

9  Inbox a Subject ‘r:;"""d

Sent Mail .
ﬁ 0 Address Change / Contact Update (Please provide Account 026963
number).
i Deleted Mail

Page 1 of1 (10of1items)

Figure 12.1.10

= %5 BUTTERFIELD

Mailbox

s

From
.@’ Sent Mail " sent 20 Jan 2023 07:09:38 PM
Subject Address Change / Contact Update (Please provide Account number).

Tl Deleted Mail

‘Wrong address sent. New address to come.

Figure 12.1.11

Confirmation

Are you sure you want to delete this mail?

Figure 12.1.12
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12.2

How do | view Alerts sent by the Bank?
All the auto-generated Alerts that are sent to the logged-in User will on this screen.

How to navigate:

Menu Icon (E) > Mailbox > Alerts

= & BUTTERFIELD

Accounts

Credit Cards

Chequing and Savings
2 Total Accounts

i

BMD 1,007,511.28
BMD (1 Accounts)

@

Payments

B

Pending Approvals

File Upload

EDI File Upload Accounts Summary

Investments
CORPORATE REG

FULL-NAME-20 0604
Master Acc

& Accounts

Profile Settings
Credit Cards

Chequing and Savings
2 Total Accounts

Payments
Figure 12.2.1a Pending Approvals
File Upload
EDI File Upload
Investments
Reports

FULL-NAME-20

=) Service Requests

- FULL-NAME-20
Statements

Mailbox

Inbox Activity Log

Accounts (1)

Approved
Initiated

Natifications

Figure 12.2.1b
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Accounts Summary

Page 1 of1

= & BUTTERFIELD

S

BMD 1,009,751.45
BMD (1 Accounts)

CORPORATE
0604
Master Acc

CORPORATE
8404

(1-2 of 2 items)
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To view the Alerts:

1. Click the Alerts tab. The Alert screen appears.

2. Click an individual Alert to view its details. The Alert’s details appear.

3. Click Delete to delete the Alert. A confirmation message appears, click Confirm OR
click Cancel to navigate to the previous page.

S m
O Subject
O Domestic Payee Deletion Alert
Page 1 of1 (10of1items) |I|

Figure 12.2.2

% BUTTERFIELD

Alerts
19 Jan 2023 06:50:58 PM
Dear Client,

T Green Chequing Account has been deleted from your Domestic Transfer Payee List using Butterfield Bank Cnline.

Please contact the bank if you have not deleted this Payee.

Regards

Client Service - Bulterfield Bank

Figure 12.2.3

Are you sure you want to delete this Alert?

3

Figure 12.2.4
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13. Download Activity and Statements

This section explains how to search, view and download your historical Chequing or Savings
Account activity. Access your Download Statement and also your pre-generated E-Statements
through the Accounts Menu.

13.1 Download Statement through the Accounts Menu

Clients can track the transactions in their accounts. The view statement feature enables
clients to view the details of all the transactions in their accounts, including all the debit
and credit entries along with each transaction amount and reference details. The download
pre-generated option, allows the client to view, download, and print the pre-generated
statements by selecting the desired time period.

How to navigate:

Menu Icon (E) > Accounts > Chequing and Savings > Activity

il

Credit Cards

el

Payments

Hj

Pending Appro R ecolnts

=]

File Upload

ED{File Upload Fixed Deposits

R
f nvestments =
(©) > = Loans and Finances

Figure 13.1.12 %5 BUTTERFIELD

Consolidated Statement 0. Accounts

Credit Cards Chequing and Savings

Chequing and Savings

Overview 2 Total Accounts

BMD 1,009
BMD (1 Af

Cheque Status Enquiry

Payments

Figure 13.1.1b

Cheque Book Request Accounts Summary

Figure 13.1.1c

You can search the download statement details of your Chequing or Savings Account through
the Activity screen by selecting the Account Number from the Select Account dropdown.
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To view the Account Activity:

1. From the View Options list, select the appropriate transaction period.

- From the Transaction Period list, select the period to view the activity. If the option
Specified Period is in the Transaction Period list, specify the date range in the
provided fields.

2. From the Transaction Type list, select the types of transactions to display, i.e., either debit
or credit or all transactions.

3. Click Apply Filter to generate activity based on criteria or click Reset to clear the details
entered.

4. Click Download Activity and select the format to download the activity. The activity will
download, or click Back to navigate to the previous screen.

= % BUTTERFIELD

Activity
Ac 1t Number Opening Balance Closing Balance
0604 - Mast... . BMD 155.71 BMD 1,009,751.45
Balance - BMD 1,009,751 45
View Options
Current Period v
Amount From
01 Feb
2023 31 Jan 2023 COMPLIANCE FEE BMD 10.C
Amount To 314 NOV 2022 Corp User
2()2;" 31 Jan 2023 Online FeeCORP ONLINE BMD 15.0
USER FEE
Transaction T0 -
31 Jan
Debit and Credit . 2023 31 Jan 2023 NAME_84 BMD 10.0
=an 31 Jan 2023 FCPT CHARGE BMD 0.1
2023 Y
Reference Mumber 31 Jan TO - CUSTOMER-
» 2023 31 Jan 2023 20 BMD 301
31 Jan -
2023 31 Jan 2023 FCPT CHARGE BMD 3.7
Apply Filter LT
it b 25 Jan 2023 STANDING INS FEE BMD 5.0(
TO-
Sk 25 Jan 2023 NAME_84 BMD 100
transfer
=Pre-Generated Statement
25Jan
2023 25 Jan 2023 FCPT CHARGE BMD 1.2€
25 Jan BMD
2023 25 Jan 2023 LN DISBURSEMENT 10,000.00
Page 1 of2 (1-10of 14 items) I| 2. 3 3

Figure 13.1.2
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View Options

Current Period

Current Period

i 31 Jan 2023 COMPLIANCE FEE BMD 10.0¢
Last 3 Months
31 Jan NOV 2022 Corp User
Last 6 Months 2023 31 Jan 2023 Online FeeCORP ONLINE BMD 15.00
USER FEE
Specified Period
31 Jan L0
Debit and Credit 2023 31 Jan 2023 NAME_84 BMD 10.04
Description 21 lan
Figure 13.1.3
View Options
Specified Period
Date From
Olikeh 31 Jan 2023 COMPLIANCE FEE BMD 10
01 Nov 2022 2023 :
Date To Enter a date on or before 01 Feb 2023. 4oy 2022 Corp User
2023 JrJanzuzs Online FeeCORP ONLINE BMD 15.
| USER FEE
Amount From TO-
31 Jan
2023 31 Jan 2023 NAME_84 BMD 10.
Amaunt Ta
Figure 13.1.4
21 Jan 2023 21 Jan 2023 L G BMD 65.66
Transaction Oown
Credits Only Page 1 of1 (1-30f 3iterns)
Description
Reference Number
Figure 13.1.5
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BUTTERFIELD

Activity

! - % g Balance
0604 - Mast... - BMD 155.71

Balance : BMD 1,009,751.45

Last 3 Months -
25 Jan 2023
25 Jan 2023
21 Jan 2023
S—
Credits Only v age 1 of 1

pply Filter

Pre-Generated Statement

25 Jan 2023

25 Jan 2023

21 Jan 2023

BMD 1,010,221.37

LN DISBURSEMENT

348
Name:MEL

FROM - P Ltd.-
Own

BMD 10,000.00

BMD
1,000,000.00

BMD 65.66

200B425230250001

2302702349254000

2302102040369000

Figure 13.1.6
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13.2 View a Pre-Generated Statements
To View Pre-Generated Statements:

- Click the Pre-Generated Statement link on the activity screen to download a Pre-
Generated Statement. The Pre-Generated Statement screen appears. (Note: For Cayman
clients, E-Generated Loan Statements will be under the E-Statements option. For
Bermuda clients, Loan Statements will be under the Notices option).

- From the account list, select the account for the required Pre-Generated Statement.

- Click Search to search amongst the Pre-Generated Statements.

= % BUTTERFIELD

Activity
Account Number Opening Balance Closing Balance
0604 - Mast... - BMD 155.71 BMD 1,009,751.45

Balance : BMD 1,009,751.45

View Options
Current Period v
Amount From
gé;;b 31 Jan 2023 COMPLIANCE FEE BMD 10.00
Amount To 31 Jan NOV 2022 Corp User
ediee 31Jan 2023 Online FeeCORP ONLINE BMD 15.00
USER FEE
Iransaction TO -
31.Jan 31 Jan 2023 NAME_84 BMD 10.04
Debit and Credit v 2023 '
Description 31 Jan
31.Jan 2023 FCPT CHARGE BMD 0.13
2023
o riar 31 Jan TO - CUSTOMER-
Reference Numbe
o 31 Jan 2023 20 BMD 301.2
31 Jan
ol 31 Jan 2023 FCPT CHARGE BMD 3.77
2a.an 25 Jan 2023 STANDING INS FEE BMD 5.00
2023
TO-
gg;sa” 25 Jan 2023 NAME_84 BMD 100.4
transfer
(=/Pre-Generated Statement
25400 25 Jan 2023 FCPT CHARGE BMD 1.26
5 Jan 2023 | N DISBURSEMENT ?3?500.00

Figure 13.2.1 ZlPre-Generated Statement

Butterfieldonline.com | Butterfield Online Corporate User Guide | Version 2.1 | 01 October 2023

107



= @& BUTTERFIELD

E-Statements

Chequing Account v

0604 v

From

01-11-2022 o
To

31-01-2023 -

e-Statements List
«=BBBM_20221230_0604 _STATEMENTS_1.pdf

«=BBBM_20221130_0604 _STATEMENTS_1.pdf
«==BBBM_20221031_0604 STATEMENTS_1.pdf

Back To Dashboard

Figure 13.2.2
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