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IS Message Center . Notif1eations (!) Cui-Off T imes 

ION BANK 
Last login: 03/14/2022, 02:02 PM, PST £ Hi, dduck"" 

ADMIN • 

User List 

Create a User 

Account Nicknames 

Getting Started 

Welcome to Treasury Management Services!  Our website is www.missionbank.bank. 

This guide gives the company administrators (Admins) of Treasury Management Services 

(TMS) an overview of user management, the optional Business Bill Pay feature, and 

electronic statements. 

TMS has a companion mobile app that users can download from their smartphone’s app 
store by searching for Mission Bank Treasury Mgmt. 

There is a TMS Basics Guide that provides an overview of TMS for new users, including 

configuring the dashboard of TMS and an overview of the TMS mobile app. TMS Basics 

Guide and other product-specific user guides are located in the Resource panel on the TMS 

dashboard screen. 

Your Company ID and the users’ Login IDs are provided by Mission Bank; each user should 

be given the Company ID, along with their Login ID, to prepare for the initial login.  

A welcome email from CustomerService@MissionBank containing a link to enroll and 

establish a password and security profile will be sent to each new user.  The Company ID 

and Login IDs are not case sensitive. 

User Administration 

The Admin menu is located in the upper right corner on the TMS dashboard.  

Adding Users 

There are two predefined roles in TMS – Admin and Super User.  

• The Admin role allows management of all users – adding, removing, and setting 

entitlements.  Assigning the Admin role does not automatically grant any services or 

account entitlements to the user.  

• The Super User role will automatically entitle all available accounts and all available 

services to the user; however, if a Super User does not also have the Admin role, no 

user management can be performed. 

Typically the company Admins are also Super Users.  During the initial enrollment for your 

company all Admin/Super Users were assigned the maximum company limits. 
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,~ ~IISSION BANK 
11 Message Center .. Notifications 0Cut-OffTimes Last LQOin: 03/14/2022, 02:02 PM, PST &Hi, dcluck " 

OASMBOARO ACCOUNTS • PAYMENTS • RECEIVABLES • REPORTING • AOMIN • 

< Back to User List 

Create New User 

User Information User Information 

Name: • 

Login ID: • 

Department: 

Email: • 

Phone: • Ext 

Fax 

Superuser: ~ 

Admin• ~ 

if@!+:•• Reset 

If several users in the company will have the same online access to accounts, services, and 

limits, the Copy User feature will expedite the set-up process. 

Please Note: Limits for transfers, ACH and wires must be established when adding 

each new user, including Admins and Super Users. 

When adding a non-Super User, accounts and services must be added to the user from the 

menu options on the left.  (Actual services may vary from those shown in the sample below.) 
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-~ ~IISSION BANK 
II Message Center ... Notifications 0cut-OffTifflC11 last Lo,;,in: 03/14/2022,02:02 PM, PST &Hi, dduck • 

DASHBOARD ACCOUNTS • PAYMENTS • RECEIVABLES • REPORTING • ADMIN • 

( Back to User List 

Donald Duck, Jr. Status:Active 

User lnformatmo User Information 9 Delete User 

Account Access 
Name: • Donald Duck, Jr 

IP Access 
l ogin ID: • Don.Jr 

Time Access 
Department" 

ACH 
Email: • donduckjr@missionbank.com 

Entitlements 
Phone: A 661 859 2500 Ext: 

User limits 
Fax 

POSITIVE PAY MFA Blocked: No 

Entitlements Super User: ClllD 
REPORTING "' Admin: ClllD 
Entitlements 

A The save button below appl ies to the current tab only. Once all tabs have been completed and saved, click the submit button at the top of the page 

TRANSFER/LOAN PAYMENT 

Entitlements 
IMH••§ Reset 

User limits 

STOP PAYMENT 

Entitlements 

WIRE 

Entitlements 

User limits 

FX WIRE 

Entitlements 

User limits 

RECEIVABLES 

ACH GI 
Entitlements 

ACH 
User Limits 

POSITrVE PAY 
POSITIVE PAY 

Initially, the menu options will be expanded; once the user settings have been determined, 

they can be collapsed to reduce the need to scroll up and down the screen. 

A few things to note regarding user settings: 

• Account Access must be established before any other services can be set up 
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( Back to User List 

Donald Duck, Jr. status·Acti,e 

Use< lnformatoon ACH Entitlements 

Account Access 

ACH Company Access: 
Manage ACH Companies 

IP Access 

Restricted Batch OD 
Time Access 

ACH Templates 

ACH Cre.te ACH Temp.tie Delete A.CHTempl.-te 

!299~ r.i r.i r.i r.i r.i 
Enrn:lements 

ACH Payments 

User limits 
Create ACH P•yrn«11 Appfo'tt ACH P.,met1t P.niill Edit ACH Payment FileUploitd Edh 

POSITIVE PAY !299~ r.i r.i r.i D r.i r.i 

Entnlements Recipients 

Edit Recipient Approve Recipient 

REPORTING 
!2gg~ r.i r.i r.i r.i 

Entitlements 

( Back to User List 

Donald Duck, Jr. status.Ac"" 

User lnformat100 ACH User Limits 

Account Access 
Product Daily Limit• $15.00 

IP Access 
Dail)" Init iation Limit: $10.00 

Time Access 
Appioval Limit: $10.00 

AC.H 

• IP Access and Time Access are optional settings to restrict access to TMS – they both 

default to unrestricted 

• Many screens have a Toggle Row choice, which will select all the available options 

• Settings to each service’s entitlements must be saved before moving to the next 

service 

• When all entitlements have been set, clicking Submit for Enrollment will 

automatically send the enrollment email to the new user 

User Entitlements 

ACH Entitlements – in addition to entitlements, the user must be given access to ACH 

company profiles. 

ACH User Limits must be assigned to all new users. 
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< Back to User List 

Donald Duck, Jr. 

User Information 

Account Access 

IP Access 

Time Access 

ACH 

Status: Act ive 

Positive Pay Entitlements 

Check Exceptions ACH Except100s I 
Type to filter Q 

Toggled 

Donald Duck, Jr. Status:Act;,e 

User Information 

Domestic Wire Entitlements 
Account Access 

IP Access 
Cttate BeneFc~ry 

Time Access 1299-'--'"" !!'.ii 

ACH 

POSITIVE PAY Account Entitlement s 

REPORTING 
Type to fi!ter 0. 

·~· Create Domestic Edit Domestic Wwe 
TRANSFER/LOAN PAYMENT ...... , Wire Payment . .,..,.,, 

STOP PAYMENT 
Togoleal !!'.ii !!'.ii 

129~.< 
xx7878 !!'.ii !!'.ii 

WIRE """ 

Upk>H/Create ARP Files Dolllnlo.d ARP Files Work ARP Exceptions 

!!'.ii !!'.ii !!'.ii 

Edn8ene-6ciary App,ove Beneficiary OekteBeneftciary 

!!'.ii !!'.ii !!'.ii 

OeleteOomntic App«,leOomntic Create Wire Edit Wire APl)fOffWire Odele Wire 
Wire Payment WirePaymet1t Template Template Template Templat e 

!!'.ii D !!'.ii !!'.ii !!'.ii !!'.ii 

!!'.ii D !!'.ii !!'.ii !!'.ii !!'.ii 

Entrt1ements A The save button below applies to the current tab only. Ooce all tabs have been completed and saved, click the submit button at the top o f the page 

User limits 

Donald Duck, Jr. 

user Information 

Account Access 

IP Access 

Time Access 

status· Active 

Integrated Services 

Electronic Documents 

Electrornc Bill Payment 

!!'.ii 

!!'.ii 

Positive Pay Entitlements – there are separate screens to manage Check Positive Pay 

entitlements vs. ACH Positive Pay entitlements. 

Wire Entitlements and Wire User Limits – must be assigned to all non-Super Users. 

Integrated Services Entitlements – allows the user access to eStatements (for their entitled 

accounts) and/or Business Bill Pay. 

Company Administrator Guide (8/2022) 5 



      

   

  

 

   

 

 

 

 

  

 

 

 

 

( Back to User List 

Dona ld Duck, Jr. 

user Information 

Account Access 

IP Access 

Time Access 

6 Dashboard 

m Transactions 

·- Collections 

Admin 

Users 

Roles 

II Reports 

C-1998~2020 Jack Henry & 

A"iW<:il!ll"'"i, Inc . AH r~hl"i rl"'"il"'~d 

Status: Active 

Receivables Entitlements 

Remote Deposit Capture Entitlements 

User Has Access: C!'l 

I Usemame: • 

Users Add User 

Add User Settings 

~ Enabled 

Full Name • 

Donald Duck. Jr 

User Name • 

DonJr 

User location 

I RDCID " 

DonJr 

Ema il Address 

DonJr 

Authorized 

Caller 

donduckjrOmissionbank.com 

Auto Disable 

Privileges for this User 

Enabled 

r::I 

Privilege 

Admi nistrator 

Customer 

Services 

File Processing 

DonJ r Q 
User is locked due to fa iled password attempts. Se(ect the 'Unlock User' link next to the lock 

icon on the View User or Ed it User pages. 

( Back to User List 

Donald Duck, Jr. Iii .. I _ ""_'oc_ '"_'_"' ..... I Stat,s:Acti,e 

User Information User Information 

-

Enrolled ~ Actions • 1 1 

Receivables Entitlements – if the company subscribes to Mission Bank’s remote deposit 
capture (RDC) service, users can have single sign-on from TMS to the dashboard of RDC. 

For the single sign-on to operate correctly, the Username in TMS (above) and the name in 

the RDC ID (below) must be exactly the same – that creates the link from one program to the 

other. 

Password Resets 

Admins can unlock users that are locked due to password violations.  If a user is locked due 

to security question violations, please contact your Business Banker to have the user reset. 

Locked users are indicated by an icon next to the user’s name – hovering over the icon will 

give the reason for the lockout. 

Company Administrator Guide (8/2022) 6 



      

 

 

 

 

 

 

 

 

 

 

 

 

  

DonJr 

Viewing 1 ·4of4 

Account Nicknames 

Donald Duck, J r. 

Reset Password 

Email Password Link Ii) Manually Set Password 

Temporary Password: • 

The user w ill not receive an automated message. You must provide the temporary password to the user. The user w ill be prompted to 

change their password after successfully logging in . 

rw+ I· rl Cancel 

Please provide a nickname for each account. Account Nicknames must be unique and are required. 

Type to Search Q 

Alx:ol.nNidawlme ~ 

xxxxx3129 Checking Checking 

xxx4191 Checking Checking 

Viewing 1 • 2 of 2 

Enrolled ~ Actions ... 

View User 

Reset Password 

Edit User 

Copy user 

I , Bulk Edit Nicknames I 

If the user has forgotten their password, the next step under Actions is to reset the user’s 
password. 

There are two options for providing the reset. 

Account Nicknames 

Accounts are onboarded into TMS with generic titles and need to be renamed for 

identification purposes.  Account nicknames are located in the Admin menu.  Admins can 

assign names to accounts, either individually or using bulk edit, and those names will be 

displayed for all users.  

Company Administrator Guide (8/2022) 7 



      

 

  

 

   

 

 

 

  

 

 

 

 

 

 

    

 

  

 

Requ ired: Please select the account from which you most oft.en pay your 
bill s. This will be your defaul[ account when setting up new payments , You 

wi ll st.ill have the option co choose co pay bill s from your other accounts. 

0 General Accoum 

0 Tesc 1 

0 Test 2 

I Continue I 

Business Bill Pay 

Business Bill Pay is located in the Payments menu.  

If Business Bill Pay (BBP) is activated, Super Users automatically have the entitlement to 

access it.  Other users must have the Electronic Bill Payment entitlement in Integrated 

Services (see User Entitlements above). 

Within BBP, Admins can control which payments the users can make, assign maximum 

payment amounts, and determine if payments must be approved by another user. User 

entitlements for Bill Pay are managed separately from user entitlements in TMS. 

Refer to the Business Bill Pay User Guide, located in the Resource panel of the TMS 

dashboard, for detailed information on making and managing bill payments. 

Enrollment 

The service is activated by an Admin clicking Business Bill Pay in the Payments menu.  The 

default account is chosen upon activation.  Other accounts can be added by going to 

Options > Manage Bill Pay Accounts. 

After activation, the Admin (and each user that has been entitled) must establish a profile 

for themselves, including: 

• Challenge Questions and Answers – when performing certain activities, such as 

adding a new payee, a challenge question will be presented, which must be 

answered. 

• Disclosure acceptance – some key features of the site are listed and the “I accept” 

button needs to be clicked in order to proceed into the bill pay site. 

Company Administrator Guide (8/2022) 8 



      

 

 

 

 

Before you get started .. 

Complete challenge prompts 

Business Bill Pay requires the fol lowing challenge questions and answers: 

Challenge question 

select phrase 

Challenge question 

select phrase 

Challenge question 

select phrase 

Challenge question 

select phrase 

Provide security key 

The Security Key is a code you create, not a password. It signifies your authentic bill 

pay site. The Security Key will display briefly with each login. Enter your combination 

of letters and numbers to display. 

Security key 

Security key 

Confirm security key 

Confirm security key 

Accept disclosure change 

Welcome to Mission Bank's Business Bill Pay serv ice! 

8 Print 

To ensure smooth processing, we want to highlight the fol lowing key points. I 
Payments: 

Single Payments. A single payment will be processed on the business day 

(generally Monday through Friday, except certain hol idays) that you designate 

Home Payments .. Payees • Transfers .. Payroll Calendar 

e-Notifications 

.. 1111 i,ii+i::i:l·I FEE 

Company Profile 

Manage Bill Pay Accounts 

e-Notifications 

Manage Users 

Reports 

Need help? 

1-888-965-7783 

:k@email com Last login : 2:48 PM PT 3/11/2022 

t Profile • II Messages { 0 ) @ Help 

User Management 

Users are entitled within Business Bill Pay for the functions they can perform by going to 

Options > Manage Users. 

Company Administrator Guide (8/2022) 9 



      

   

  

  

 

   

 

  

 

 

Home Payments • Payees· Transfers • Payroll Calendar Options • 

Welcome: Daisy Duck tluebnerc@missionbank.com Last login: 5:44- PM ET 611512020 

Manage users 

Last name First name User ID 

DAISY MARIE DAISY MARIE Treasury0000023 

DUCK DUCK 225 
Primary User 

Duck Daisy Treasury0000032 

733 

HoffiE' PJ\'ITents... PayE'E'$ • Tr.ans.fers • Pa~rol Ca~ndar O;itiors. ... 

User lnform.i:tlon 

UH r n.1mr;c Uona d Uuci... Jr 

User rype C11!;·om 

i@Mii:::iHifi 

Last login 

N/A #' Edn 

6/1512020 #' Edn 

T0 ~dit p~rmii • i~n$; Use the tabs .:>etow to ad:! or remove ~ermi:,s io1s. - he current p,ermis::.ions ·,Ii. I be pr{: sele:ted 

.lProfile,... iSi Messages ( 0 ) 

• -Permissions 

• -Permissions 

-·••· W::lii:Hi¥M ewe - Ill ii:ihfHI\Hi IHiiFHMI 
Cwrent Permissicns 

➔ Paym~h 

../ Sd it::Llult:: Bill P,:p/ 1111:m ::: (,:jl ) 

../ Sd it:Llult: Ema:i' Pay1111:n l::.(aU:1 

-./ E!::!al> i~1 P;.-1y111~ 1l ~;;q.,~(.:ill) 

x lax I 'a )·ments 

../ Lles1qnat:e- :--'ay I-rem Account:, 

-./ I 'ayment I l1s:ory 

~ Payroll 
V ?cJyrc ll Deposits 

"'t~,j ,j EiTJ:IO)'~es 

➔ Trnn~f~~ 

../ Add Transfer P-ccour ts 

_., Schedlie I ranst:rs (all) 

_., 1::si:ablli h l rans·er Caps (al t 

_., I nms.ter I l1s.:or1 

➔ ?;1v~~5 
~ IVDM gc Pa~·ccs 

➔ Option~ 
-./ /\c:.:t :;;::;. Rt?µ:,,rl~ 

)( Up•.falt? Comp;:ir1y lnrw 
>C Ma r1~•Jt? BillµQ y U:;;t?1~ 

_., W'a nage I ' ar· I rem Ac: ounts. 

_., Schedu!2 P..errinders 

➔ IV.:es-wge Center 

~ /\ : cess t...te::saga Center 

➔ Approv~ A ut hotity 

>C A:oprcve Trans.aci:!ons 

0 Cuµy11yh l 2022 Veis1u11 2 0 

Please Note: A new user must select Business Bill Pay and create their challenge 

questions and answers before their name appears in Manage Users, where they can be 

given entitlements in BBP. 

The Primary User (in all caps) will always be the company profile, then the individual users 

will be listed. No permission settings need to be made for the Primary User. 

The users’ personal information, such as name, email address, etc., can be edited and user 

permission settings should be determined. 

Company Administrator Guide (8/2022) 10 



      

 

 

 

  

If a new account is added after the initial set-up, the account needs to be added to 

Designate Pay From Accounts for all users authorized to make either payments or transfers 

from the new account. 

Company Administrator Guide (8/2022) 11 



      

 

  

  

   

 

 

 

 

 

 

 

 

 

 

 

::~us ION BA K 
iSMessage~ JP Notifications 0Cut-OffTimu L..as1Login:07/07/2020, 03:29PM, PST .lH~dduck • 

DASHBOARD ACCOUNTS • PAYMENTS • RECEIVABLES • REPORTING .. ADMIN • 

ENROLLMENT EMAIL SETTINGS DISCLOSURES 

You may choose to receive yo ur sta t em ents for your account(s) del ivered v ia em ai l and m ade ava i lab le online through this site. To enro ll your account(s) please follow t he steps o utlined 
be low: 

1. Account(s) and Document Enrollment 

All available documents for all active accounts. Details 

2. Please review the followi ng email address. If not correct, please update it in the space shown. 

I dduck@missionbank.com 

Please read the disclosure below. You must scroll to the bottom of the disclosure before agreeing to the terms listed. 

Miss ion Bank 
Electronic Banking Account 

Statement Dis closure and Agreement 

Th~ El.mrunie B•nking Account Stll~tilt Oisdc1ure andAgrHmenl "AgrHmtili' is m..de betwten you and Miso.:on Bank and prcvides ycur requHI ,ind cat1sti1! 1C re-ct1M! stlltemtilts. noiioes. •nd dOCUmtilts !er ycur l.tiHicn BJi nk •c.count{I) by e l...wcnie 
dl!liYe ry. Thew, e!ec:roruc sta:ements. nctoes. and documents are Cit:Jed "e!ec:rome s:atements· . Tl\ls Agree men: is in ~;ten to the lenns and ccnd~icns described in the l.tiss icn Bank Interne t Banking O,sclcsure and Electrcnic Fund Transfer Act Oisclcsure 
andccn·upcndingfee Sche<Jule 

By dickang en "IAg,_. below. ycu •11ree 1Nu WI! m.iy prcvide you With ycur p11ncdic b>u'lbnll accoum s:.Hemtil!S, including. bu! not lmited tc any fut.De disdcsurH, .t!T>ff>dments. priv..ey polic:es. le::e,s. correspcndel'IOl!s . .tnd any Clhe1 ncuees th>lt mioy ti. 
leg•lty required to be prcwded to you. in e 'ectrc nic fomi. Once enrclled ,n the e:ec:rcmc statements se rvioe you wil receovt yc la" next 11.a:ements. not,c,es. and documen:s elec'.rcrucally cnl)'. By ciidang "I Ag,_. ycu 1lsodemcn1:ra:e tllat you .a re able :o cpen 
the s-ample statement tll.a.t ~n be aCCffs-ed by the i nk t:,.,icw. 

;. 

0 I agree to the fisted terms. Click here to see a sample document. 

'""* 

eStatements 

As an alternative to paper, and to eliminate the risk of mail loss or theft, electronic 

statements with images are available online.  To enroll, an Admin must click on Electronic 

Documents in the Reporting menu and complete the enrollment screen. 

After successfully completing the enrollment screen, an enrollment confirmation message 

will appear and you will receive your statements electronically, beginning with the next 

scheduled statement. 

Each time a statement cycles, a “statement ready” notification will be sent to the email 

address entered on the enrollment screen.  All users, except additional recipients (below), 

access eStatements from the Reporting menu in TMS. 

eStatements are retained in TMS for a rolling 18-month period.  If a longer archive is 

desired, the statements can be saved locally on a company computer or server. (It is 

recommended that statements be regularly printed or saved for research needs.) 

Enrolling Accounts 

Some or all available statements and notices can be chosen. 

Company Administrator Guide (8/2022) 12 



      

 

  

   

 

 

 

 

   

 

f:,\II SS ION BAN K 
II Menage Center 1' Notif~tions 0cut·OffTime-s Lastlogin; 03114/2022,02:02 PM, PST & Hi, dduck • 

OASI-IBOARO ACCOUNTS • PAYMENTS • RECEIVABLES • REPORTING • ADMIN • 

ESTATEMENTS/NOTICES SIGN UP/CHANGES EMAIL SETTINGS ADDITIONAL RECIPIENTS DISCLOSURES 

Instructions: Below is a li st of accounts and document types that are ava ilable for enrollment in electronic delivery. You may place a check next to any document you wish to en roll or place a check next to any account(s) 
in which you wish to enroll all documents. If you uncheck any document or account, you will be unenrolled in electronic delivery for those applicable documents and/or accounts. No selections will be saved until you 
select the flSave Settings~ button 

Enroll All Available Accounts and Document Types Shown 

Enroll Accounts 

0 Daisy Checking 

Enroll Available Document Types 

l!'J Enhanced Cust omer Statements 

~ Enhanced Account Analysis Statement 

D Account Analysis Statement 

O Test 1 

O Test2 

O Savings 

i&i:Fillll 

ESTATEMENTS/NOTICES SIGN UP/CHANGES EMAIL SETTINGS ADDITIONAL RECIPIENTS DISCLOSURES 

You currently have no Additional Recipients. Please be aware that additiona l recipients will see your check images and security phrase. Username is the log- in name the additiona l recipient 
will use when signing in to view the statement and/or document. It may not contain spaces or special characters. The Access Pin is the recipient's password and must be between 8 and 12 
characters in length, containing both alpha and numeric characters. It is case sensitive and will expire every 6 months. 

l1-fiHMM!·&Hifi 

ESTATEMENTS/NOTICES SIGN UP/CHANGES EMAIL SETTINGS ADDITIONAL RECIPIENTS DISCLOSURES 

Username Email Address Access PIN 

ldonduck l donduck@missionbank.co1I IL•_••_••_••_•_•----~ Save Cancel 

ESTATEMENTS/NOTICES SIGN UP/CHANGES EMAIL SETTINGS ADDITIONAL RECIPIENTS DISCLOSURES 

Username Email Address 

donduck donduck@missionbank.com 

P.WMidi·EM 

I i 

Additional Recipients 

eStatements can also be sent securely to outside email addresses, such as to an 

accountant or other interested party.  Choose which accounts and documents should go to 

outside recipients, create a Username and Access PIN, and provide them to the additional 

recipient. 

An email is sent to additional recipients notifying them the statements are ready for 

retrieval. The user then logs in to a secure site using their assigned credentials and can 

save or print statements and check images. 

Company Administrator Guide (8/2022) 13 



      

  

 

 

 

 

   

  

 

The PIN for an additional recipient expires every 6 months; an Admin can create new PINs. 

User Access 

Super Users will automatically receive entitlement to eStatements on all accounts that were 

enrolled.  

Admins can grant non-Super Users access to eStatements using the Integrated Services 

entitlement (see Admin Menu > Add/Edit User above).  All accounts assigned to the user’s 
access and that are enrolled in eStatements will be available. 
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