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CD-ROM BUSINESS STATEMENT GUIDE

About your new CD-ROM
Business Statement

Congratulations on receiving your CD-ROM Business Statement! This CD is a
Windows-based statement, research, and reconcile tool provided by Community State
Bank to replace the paper based-image statement you currently receive in the mail.
Your new CD-ROM Business Statement functions as your very own statement and
image research archive reducing some of the burden associated with maintaining
accurate financial records.

This guide will walk you through the setup process and provide you with everything
you need to get the most out your new product. Once you become familiar with our
product, you'll wonder what you ever did without it!

Account-Level Security Features. Each monthly CD
comes with built-in security features that allow only the
designated user rights to sensitive account information.

BENEFITS

/ Cost-Effective

/ Faster Response

e Improved Access Beneﬁts of CD-Rom statements

rd Space Savings

CD-Rom statements are an efficient, cost-effective,
electronic replacement for paper statements and check storage. You get the
information you need for proof of payment, research and account reconcilement right
at your fingertips each month on convenient CD-ROMs.

Who should use CD-ROM Statements?
* Businesses that want to replace cumbersome paper processes
with efficient electronic processes.

=  Businesses that want to reduce costs of check research and
storage.

* Businesses in which multiple departments, such as cash management, accounts
payable, payroll, and customer service need access to paid checks.
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Chapter

Getting Started

Your CD-ROM Business Statement is compatible with most current
personal computers and operating systems. However, it is a check-
and statement-research application that is designed to perform on
Windows NT and newer operating systems. Considerations should
be given to your operating environment. Recommended minimal
system requirements are listed below:

SYSTEM REQUIREMENTS

DISPLAY
* Minimum screen resolution of 1024x768 — Supports 800x600 but is less quality

MEMORY
* Minimum system RAM of 128MB — Will operate with 64MB but performance is
slow

PROCESSOR
* PIII — 500Mhz — Will run on slower machines; however, import process and general
operation will be slower.

CD DRIVE

* CD drive that supports the Joliet file format

OPERATING SYSTEM AND SOFTWARE
* Windows NT 4.0 — Service Pack 4 or higher

* Windows 2000 — Service Pack 1 or higher

* Windows XP

* Internet Explorer 4.0 or higher

* Acrobat Reader version 5.0 or higher

DISK SPACE
* The amount of local hard drive space required will vary depending on the volume of
check images imported.
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Installing the Software

Upon receipt of your CD-ROM Business Statement, simply insert the CD into your
CD or compatible drive. Windows will read the autorun.inf file on the CD and initiate
the installation wizard.

Note:
To run the install program you The CD contains installation and viewing application
must be signed on to your PCas  software, as well as the item image and statement files. A
an administrator. If you are on a . . .
network contact your newwork  Single CD is capable of storing up to 25,000 front-and rear-
administrator. item images.

Insert the CD. Once inserted, the CD will automatically launch the installation wizard.
A Welcome dialog screen will prompt you to install the Director Runtime Client which
will allow you to view your monthly statement and checks. To continue, click Nexz.

4, Director Runtime Client Setup
Director Runtime Client

Director Runtime Client Setup

‘Welcome to Director Runtime Client Setup

This program will install Director Runtime Client on your
computer. [tis shongly recommended that pou exit all
“Windows programs before running this Setup program.

FIGURE 2.1 A Welcome dialog screen will prompt you to install the Director Runtime Client which will allow you to view your
monthly statement and checks.

NOTE: The autorun feature will only run the first time you insert the CD. All subsequent times the CD is inserted, you
will be prompted to log in after launching the program.
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Run program locally. The next two dialog boxes ask you if you would like to install
Director Runtime Client directly onto your system or run it from the CD. For a better
response from your new Business CD Statement, we suggest installing both onto your
machine locally.

Click Yes to the following prompts as illustrated below.

Choose installation location

) You have the option to install the Director Runtime Client to your computer's hard drive or to run it directly from the

\{") CD. Itis highly recommended that you install the Director Runtime Client to your hard drive to improve performance.
This will require at least 20 Megabytes of free space. Would you like to install the Director Runtime Clent to your
hard drive?

Database installation location

P ) Would you like to install the database to your computers hard drive? Since this installation only consists of one CD,
\{(J installing the database to the hard disk ig guired, but may yield a slight speed improvement.

Figure 2.2 The two dialog boxes above ask you if you if you would like to install Director Runtime Client directly onto your system or
run it from the CD. Click Yes for both dialog boxes to install the program onto your computer.

Destination and Location. > . Cliont Se
) . ) . irect time Client Set
The installation wizard will ECOL e s
. Select Installation Folder
then prompt you to specify
the destination and location

. . Please select an installation folder for the Director Runtime Client program. I you want to
of both the apphCﬂthfl and specify a folder other than the default then you may use the Browse button ta locate an
. existing folder. “You may also use the Browse butlon to enter the name of a new folder that
WOI‘kll’lg folders. The will be created by this Setup program.

application  folders  will
house the Director
Runtime Client executable
and all related application
files. The default directory Destination Folder

for the application program Cifoam Deiene
and supporting files is
C:\Program Files\Premier.
Click Next to continue.
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Director Runtime Client Setup

Select Director Temporary

*You must now select a path for Director Runtime Client to store its temporary files.

This watkstation uses the folder below for temporary files created with Director products. It
is recommended that you continue to use the same folder for temporary files. Use the

Browse button to specify a different path.

Destination Folder
CATEMP

Select a Program Folder.
After the destination and
working folders have been
specified, the installation
wizard will prompt you to
select the program folder
name. The default program
folder name is Director
CD. If you wish, you can
retype a new folder name
and click on Next.

Figure 2.3 The default program folder
name is Director CD. We recommend
you keep the default setting.

Almost there. InstallShield will then begin the setup process. A progress completion
bar percent is displayed for your convenience. During this time, various system files are

Ll | The default directory for
the working folder i
C:\Temp.

application or working
folder. Click Next
continue.
Select Program Folder _F
Please select a program folder. if;‘

Setup will add program icons to the Program Folder listed below. “You may type a new folder
name, of select one from the existing folders ist. Click Next to continue.

Pragram Folders:

|Directer €O

Existing Folders:

Accessories A

Consulting Nation
Dell &pplications

< Balk MNext » Cancel

100%

installed and Windows registry entries are made.

should not take more than a few minutes.

The working folder will
& house the temporary files.

When an alternative dtive
location is desired, simply
click the Browse button.
This will open an explorer
window in which you can
select for either the

The amount of time this process takes depends
on the speed of your computer processor, but it
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Setup Complete. Once the InstallShield has completed the installation and setup of
the software, click on the Finish button. Occasionally, if other system files were in use
during the installation, or depending on the version or service-pack release of your
operating system, InstallShield may caution that a restart is required to complete the
installation. When this occurs, your PC will be restarted upon clicking the Finish

button.

Figure 2.4
Make a shortcut on your

desktop. You can casily make a
shortcut on your desktop for your new
software by simply clicking on the
checkbox labeled "Install application icon
on the Desktop" located in the dialog box
illustrated here. =

Director Runtime Client Setup

Setup Complete

Thank you for choosing Director, The Director Buntime Client
has been successhully installed and will launch once you select
finish. An lcon to manually launch the program has been
added to your start menu under the program aroup Director CD.

¥ Ingtall application icon on the Desktop

The Logon Screen. After InstallShield has finished the installation, the Director
Runtime Client application is executed and launches a logon screen that prompts you
to enter a Usercode and Password. The Usercode (or username) will be the last four

Director Logon @

Server Name

Institution
g |

Usercode

Password

Premier Image Director
Version 3.7

Information Technology
1345 Old Cheney Road
Lincoln, NE, 68512

Portions © Copyright 1935-2004 Information Technology. Inc.
Copight © 1992-2004 Hyland Software, Inc.

All Rights Reserved. Build Version 3.7-207

This Product Licensed To: Information Technology Inc.

Depending on modules licensed, this program

may contain portions of:

Imaging technology @ Snowbound Software, Inc.
OCR technology @ ScanSoft, Inc.

Mail mterface technology 2 Intuitive Data Solutions,

0K Cancel |

CD-R technology @ Sonic Solutions, Inc.
Full Text Indexing technology @ Verity, Inc.

digits of your Federal
Tax ID Number and
the Password will be
your six-digit Account
Number.

Account-Level

Security Features.
The bank uses your unique
account information for the
Usercode and Password. Users
must know their information
linked to the CD to access
account information.
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Using Runtime
Client

Once you have installed your new software, a Director Runtime Client
icon with your company's name will remain on your desktop. Whenever
you want to start the program, all you need to do is double-click on the
icon and the program will automatically start.

PN

ml

ABC Company

After the initial screen, the program will display a dialog box asking you to enter a
Usercode and Password to access your account(s). The Usercode (or username) will be
the last four digits of your Federal Tax ID Number and the Password will be your
six-digit Account Number.

My Compuster

T

e Server Name § Premier Image Director
[ Version 3.7

Information Technology
Institution 1345 Old Cheney Road
i” Lincoln, NE, 68512

Postions © Copynight 1395-2004 Information Technoiogs, Inc
Copytight © 1992-2004 Hyland Soltware, Inc

Usercode All Rights Rezerved Buldd Version 3.7-207

s This Product Licened Toc Infcemation Techrology nc

Dependng on modules bcenzed, this program
may contan porions of:

Imaging gy T s
‘ OCR technology © ScanSolt, Inc
Mad intedace technology @ Intultive Data Solitions
CD'R tachnology @ Sonic Sohutions, Inc
Full Tesdt Indesang technology © Ve, Inc

d Software, Inc

Cancel |

Figure 3.1 Enter your Usercode and Password to access the program.
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The Main Menu

Once you have successfully logged into the program, you will see the main menu
including the Document Retrieval window which will serve as the parent window. In
other words, every time the program is launched, this window will always open first.

irector Premier Server (CDDatabase)
Fie Docment LUser Heip
EHEER EEEE AN EEES fOAE BER
|| & &l

7]

Document Type Gioups:

ONUS Check Images

T System, .

Figure 3.2 Upon program launch, the Document Retrieval window is the "patent” or main window and will serve as the main
window to open all other windows while viewing your monthly statement and checks.

MAIN MENU TERMINOLOGY

DOCUMENT TYPE GROUPS (LEFT PANE) - Broad categories--Used to distinguish between your statement and your
check images.

DOCUMENT TYPES (RIGHT PANE) - Specific categories--Breaks down categories into your account statement, credits,
debits, and reconciliation page.

DDA SYSTEM STATEMENTS - Represents the account type you are searching for.
DDA ACCOUNT STATEMENTS - Represents the account statement(s) on this CD.
ONUS CHECK IMAGES - Represents the document type you are searching for.

DDA CREDITS - Represents any items that would have been credited or added to the account statement(s) for the month
(example: deposit tickets, automatic deposits, etc.).

DDA DEBITS - Represents any items that would have been debited or subtracted from the account statement(s) for the
month (example: checks, automatic withdrawals, etc.).

RECONCILIATION PAGE - A handy form that is available on this CD for you to balance your statement each month.




CD-ROM BUSINESS STATEMENT GUIDE

Chapter

Setting up your Printer

If you only have one printer set up on your computer, Director
Runtime Client should automatically recognize it and make it your
default printer. No additional setup should be required. However, if
you have multiple printers set up on your computer, you may want
to follow the steps below to set up your desired printer.

Setting your Options. Under the User pull-down menu, select Workstation Options.

:!: Director Premier Server (CDDatabase)

miiontt = |[ A
e | —

Figure 4.1 Director Runtime Client has the "look and feel" of a network program because it is based on the bank's network program.
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Print Queue Mapping. The
Workstation Options window opens.
Select the Print Quene Mapping tab. The
name of your default printer should be
listed. If the window is blank or you
would like to select a different printer,
click Configure.

Figure 4.2 The Print Queue Mapping tab lists the default
printer. To change the default, be sure to highlight the
printer name and click Configure. >

Map Queue to Printer El

Printers Defined for this Work station

Canon 1850 on Ne01:

Workstation Options E|
Startup I Document | Colors |
PintQueve Mapping |  FomtMapping | VBScripts |

Print Queues Mapped (* = defaul )

apped to Canon i850

[Local Printer

Set to Defaut

Define your Printer. This window will list
all printers currently installed on your
computer. Select the printer you would like
to use, then click Map. Once you have
selected printer. Click OK to close out of
the Workstation Options window and
you're all set!

Printing Options. When you are ready to print your &
documents, you have the option to print in many | 555 e 555653 Anunk $1000-01/12/205-

different formats including two-sided (duplexing). e
We recommend you experiment with your options tO | u.cunw [ouisi Fmrenss 5

find the best option to fit your needs.

Canon i850 - USBOOZ

The first side has been panted. Follow these directions to prepans to part the other side.
When you ane ready. cick OKto continue prnting

1. Hold the prirded papar by both ends.

place the paper into the sheet f

2. Tum the shest over so the front edge stays at
the front.

3, Now kesp the paper facing the same way and
ader

Frirt Queue:  [Local Printer

o |x
" Potrat [1,4

1+ Landsc.
2x5
Piint Range {246 b

Al

Oiotaion (¢ DT Pt Format>

Job Settings
= Narnbe of Copiss: [1
" Page To |
I Single Print Job
Motes Printing
[~ Annolation and/ct Note I
Icon On Document 3 =
[~ Nole Test On Bk Do
Document c
Note Teut After -
F Diocument =
[Eema] IS

10
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Viewing your Monthly
Statement

For your convenience, there are two quick and easy ways to view and print your
monthly statement:

1. In the left pane of the Document Retrieval window, select DD.A
Systems  Statements. In the right pane of the Document Retrieval
window, select DDA _Account Statensents.

2. Below the right pane, a new set of Keyword options are now available.
Type your Community State Bank Account Number associated with
this CD (see example below). Click Fznd.

[fe" Document Retrieval

Document Type Groups:
DDA System Statements DDA Account Statements

Taxld Number = |

Insttution Number = ||
View Status_= ||

Mote Search | Clear Keywords ‘

3. Your statement opens in another window. Maximize the window if
needed. To print your statement, either choose File>Print or simply
choose the printer icon g .

11
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The other way to access your statement is as follows:
1. In the left pane of the Document Retrieval window, select DDA
Systems  Statements. In the right pane of the Document Retrieval
window, select DD.A _Account Statenents.

2. Below the left pane, select the corresponding month associated with
this CD (see example below). Click Find.

[ Document Retrieval

Document Type Groups:

DDA System Statemants

ONUS Check Images

DDA Account Statements

b

Keywords:

Account Number = |

Name = ||

Taxld Number = ||

Julw 2004 Al

From: [01,/01/2008 [3] Istuon Number_= |

Ie [01/31/2005 [3] ViewStatus = ||
| Find I Text Seach ‘ Note Search | Clear Keywords

Figure 4.1 By sclecting the corresponding month associated with your account, you can access your statement
quickly. Please note: Although other months show up in the window, only the current month labeled
on front of the CD will be available for viewing.

3. Your statement opens in another window. Maximize the window if
needed. To print your statement, either choose File>Print or simply
choose the printer icon & .

Helpful Tip

As you become more familiar with the program, you will find many
ways to access the information you need in a timely manner. The
two examples illustrated above are the fastest most convenient ways.

IF YOU NEED HELP WITH THE CD BUSINESS
STATEMENT, PLEASE CALL 262-878-3763.

12



CD-ROM BUSINESS STATEMENT GUIDE

Chapter

Viewing & Searching your
Document Images

Community State Bank's Business CD-ROM offers multiple ways to
access document images for easy reference, printing and
reconciliation.

Text Search

With the Text Search option, you can perform either an external or internal search of
documents.

To perform an External Search.
1. In the left pane of the Document Retrieval window, select ONUS

Check Images. In the right pane of the Document Retrieval window,
select either DDA Credits or DDA Debits.

2. At the bottom of the Document Rettieval window, click Text Search.

3. A window labeled External Text Search will open. Enter the search
criteria you are looking for. When you are finished, click Fizd.

To perform an Internal Search.
1. Open your monthly statement by following one of the two options in
Chapter 4.

2. Right-click anywhere within the Statement Document and select Texz
Search.

3. A window labeled Internal Text Search will open. Enter the search
criteria you are looking for. When you are finished, click Fzzd.

13
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Search within your Statement

To search within your statement.
1. In the left pane of the Document Retrieval window, select DDA
Systems  Statements. In the right pane of the Document Retrieval
window, select DD.A _Account Statensents.

2. Below the right pane, a new set of Keyword options are now available.
Type your Community State Bank Account Number associated with
this CD (see example below). Click Find. Your statement opens in
another window. Maximize the window if needed.

3. Within the statement, double-click on any Check Number or Credit
Dollar Amount and the image will automatically generate a new window
with the image.

4. To print your image, either choose File>Print or simply choose the

f—3

printer icon &

Eﬂinuul Premier Server ((DDatabase) - [DDA Account Statements - 01/13/2005 - 999999 - DONALD A DUCK) ~
&) Fie Document User Heb - &%
BENR dENE FE BEES FAEAE BER

wamal 4

LA I

DOMALD A DUCK <C> <7> 13-0
1500 MAIN 8T 0
UNION GROVE WI 53182 =

444+« FINAL STATEMNENT * + ¢+

PERSOMAL CHECKING ACCOUNT 535559

DESCRIPTION CEBITS CREDITS DATE BALANTE

[FTOTAL CREDITS (1)

[roTaL DEBITS (4) 26.00 ———
[
YOUR CHECKS sEQUENCH /0F
AMOUNT DATE...CHECK #......2M . MW
1090 ; EE: %’ Is AdJ
5.00 01/ 1091
b & ://!Id BoLians BES=
f8) TUATARTEE % A3 TU AUPST UTAMPD P AHPUST ﬂ
Evpoet Dk Vil 1 Copy 1 LINITY
AL BN y /7/‘ —
FoR A -
*O0W080¢ 207550700 2 © H555G65" 0000000 400+
Erpes Dk o Comy | Rasiory 6 Wl Fope | 1 Fagrisd

n»—-:g- 4 Hephgei
Figure 6.1. The program is designed
to search based on unique identifiers.
Be sure to double-click on a Check
Number or Credit Dollar Amount to
view the image.
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Search by Date

1. In the left pane of the Document Retrieval window,
select ONUS' Check Images. In the right pane of the
Document Retrieval window, select either DD.A
Credits ot DDA Debits.

2. Below the left pane, select the corresponding month
associated with this CD (see example below). Type in
the date range criteria or select the arrow to the right
of the date to create your specified range.

Search by Keyword

Dates:

December 2004
November 2004 _
October 2004

September 2004

Io [01/31/2005 [3]

1. In the left pane of the Document Retrieval window, select ONUS
Check Images. In the right pane of the Document Retrieval window,

select either DD.A Credits or DD.A Debits.

2. Below the right pane, a new set of Keyword options are now available.
Within that area, you can choose to search images by number of
different criteria. When you are finished entering the information, click

Find.

3. By selecting the j button, you can add additional search capabilities

to narrow your search.

Figure 6.2. Example: Choose New from the pull-down menu, a new Check Number option is now available to
you. Now click on the .4#d button to the right and select Or. This will add another Check Number option. Now
pull down the Equal Button again and select < or >. This will allow you to search between a desired range.

<

Dates: | 1 Keywords:

Januaty 2005 Account Number j |
December 2004

Movember 2004 - imbet| =
Dctober 2004 check s |

September 2004 -
August 2004 Check Amourt | <>

July 2004 o | ;
Fom[ 7 @ Intitution #°

| . (i
Io: s s E Transaction Code | N ey

Help

Find |  TemSeach |  NoteSeach | Clearkewods| — Clearar |

15
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Reconciliation Page

To balance your monthly statement, your new CD Business Statement also has a built-

in Reconciliation Page.

To access the Reconciliation Page.
1. To get back to the Main Menu, click the Ckar A/ Button in the
Document Retrieval Window.

2. Below the right pane, choose Reconciliation Page. Click Find. A new
window with the Reconciliation Page will show up.

3. To print the age, either choose File>Print or simply choose the
printer icon &

BEEAN JENE YL EEas EREPD EER
A |

£ - -

notify us of your new

THIS FORM IS PROVIDED TO HELP YOU BALANCE
YOUR STATEMENT

THORGWALS DUTSTANOING - BEFORE YOU START-
(- HOT CHARGER TOACCOART PLEASE BE SURE YOU HAVE ENTERED IN YOUR REGISTERALL
. S S i oN OF YOUR
i STATEMENT.
YOU SHOULD HAVE ADDED  YOU SHOULD HAVE SUB-
IF ANY OCCURRED: TRACTED IF ANY OCCURRED:
1. Loan abances 1. Automase koan paymants,
2. Credit memos. 2. Automabc savings transfers.
3. Other 3. Servk oo
4. Delit o,
5. Other automalic deductions.
an payments
BALANCE SHOWN
. ONTHIS STATEMENT  §
Export Diskgr [ResdOnky 0 Holeds] Page 1

Figure 6.3. 'The Reconciliation Page allows you to quickly print out and balance your monthly statement.
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The Menus

Quick Reference. As with most programs, not all menus are
available at all times. This quick reference guide is available to help
you remember what each icon does.

Toolbar Layout

[.. EEER @ENE =K S 3 FH HER
[& Retrieve Documents &5 Print Document B Text Search

Open File Cabinet 1 Send Mail View Overlay

. Host Session 3@ Waorkflow Inbox

G@ Import Documents @Attach Note

Previous Page Size to Doc Width Tile Vertically

Next Page % Size to Fit Window Tile Horizontally

4 Zoom In | Rotate Left [ Close Al

=1 Zoom Out Rotate Right

Toagle Thumbnails

Toolbar Layout (submenu)

ﬂ? Text Search Options
@ Find First

@ Find Next
“3h Find Last

17
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-‘?C‘OMM UNITY

= STATF BANK

Where community comes first.

FOR QUESTIONS OR COMMENTS ON COMMUNITY STATE BANK'S CD BUSINESS
STATEMENT, PLEASE CONTACT CUSTOMER SUPPORT AT 262-878-3763.

Member FDIC
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