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Daily Deposit Summary Procedure

Open Intercept Billing Summary from Email.

e The report is delivered to my email daily. Open the report that was received 2 business days prior to the day
you are processing.

e Click “View in Browser” from the upper toolbar.

e From the browser copy, right click and then click on “Print Preview.”

e From the print preview, change the view to Landscape. You may need to adjust the margins to view the
“Transaction File ID” on the far right of the document.

e Once you can view the entire document, save as a .pdf
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Run Kotapay Reports
e Login to Kotapay using the credentials provided on the Intercept Account Information sheet.
o  This sheet is in a large white binder at Patti’s Desk.
e C(Click on “Reports” at the top of the screen.
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FILE UPLOAD OTHER SERVICES = DOCUMENTATION = Jookia® MISCELLANEGUS = Los Out

Secure Options > i

Welcome, GRANITE INSURANCE. fisk s @ Question

Please allow up 1o 2 busi

Status

() REQUIREL: Pleasa complete the Data Securlty Addendum by July 1%, 2020.

o No file upload issues currently need your attention

covibD-19

UPDATE

o C(Click on “SETTLEMENT” under “Reports for GRANITE INSURANCE”
o Click “Statement and projection reports.”
o Click “Show Report” red button.
o Click “Projection” under “Current Month” for “Granite Insurance Brokers.” Reports will download.
o Open downloaded report and save.
o Click home button (Green house icon.)

¢ kotapay.

= @ © @) Page 1 of 160
Statements and Projections as of 06/03/2020 12:21:50 PM CT

GRANITE INSURANCE -- 943292432 [N
Pin Date Current Marth Previous Manth
Granite Insurance Srokers =5 05/03/2020

Grans ce CREDITS 2F 080342020

Granie Insurance PREHIUM DEBITS wxe 050342020

Downlosd sll POFs in this raport in one zpped archive ()

* D)) () page1 of 1(Go
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History & Projection Reporting

Granite Insurance Brokers at Kotapay

Pin: CSS

Posting Cloared Clearing % Dellar % Dollar
Date _Status _Transaction Description Retums Amount Date Retumed

052020 D Cd-deposits For 06/23/20 55186.62 (1) T 900 5510662 QRIOTZ0 00

05720720 D Returns For 05/27/20 Late 501.82 (1) ! 0.00 -501.82 08/01120 0.00 %

060120 D Ga-deposits For OB/01/20 58094 84 (1) 000 se00484 060220 0.00 %

0810220 D Gi-deposits For 06102120 62614 91 (1) 0.00 6241491 06020 0.00 %

06/02720 D Returns For 05/29/20 Lale 130.00 (2) - 0.00 -130.00 068/03/20 0.00 %

0610320 G Cd-deposits For 06/03/20 66026.68 (1) X .00 66,026.68 06/04i20 0.00 %

080320 € Returs For 06101720 Late 18342 (2) . 000 18342 0604120 0.00 %

Totals: 0.00 24190791

e Click “RETURNS” under “Reports for GRANITE INSURANCE”
Click “Returns report.”

o Choose todays date from drop down. If todays date is not available, there is no report for today. Jump to
Corrections report below.
o After choosing todays date, click on “Show Report” red button. Report will open.
o Click on Adobe icon above report and report will be downloaded.
o Open downloaded report and save.
o Click home button (Green house icon.)
gy ey e —

Directions: [ stow |

Reports for GRANITE INSURANCE

TRANSMISSION RETURNS | CORRECTIONS SETTLEMENT BILLING OTHER

Report Name Recent Last Prco:essed
@ Returns report o

* Report on your returned transactions.
Returns Code Summary M

() Total company returns report 06/02/2020
= . 06/01/2020

= Total return amounts for your entire company 05292020

() Unauthorized returns report g;:gggg;g
= Report of unauthorized returns, D05/26/2020

= 05/22/2020
Qo horized return r ion report 05/21/2020

» Unauthorized returns that have not been resolved with 05/20/2020
Kotapay.

Upload your Xcelerated returns removal letter.

Report date: From To
06/03/2020 06/03/2020
[ show Entire Mont

Snow REPORT

SecuRe OrTions J
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¢ kotapay.

Help Topics

Returns Code Summary

What is an Xcelerated Return?
Xcelerated Returns Resolution

* - &) sy ach (D) (<) (3) page 1 of 1(Go)

Returns for: 06/03/2020

GRANITE INSURANCE -- 943292432
(Report on your returned transactions.)

Xeelerated® Posting Date Name 1 Return Reason Routing Account Number Info Subtractions Additions
Al Al ally A NI Ay Al A Ay
GRANITE ECOMP - 943292432 Records: 2 (=
06/01/2020 FAMILY BREAKFAST AND R TIN/OVATI-2/578 RO1 nsafficient funds 011000138 / 465005610741 -28.31 .00
06/02/2020 HELLENIC INC DBA YELLO GUARDZ/QVATI-2/ RO1 Insufficient funds 322271627 / 305976778 -163.11 .00
Returns: 2
-183.42 0.00
Totals for 06/03/2020 Returns: 2
-183.42 0.00
pes L (€ » Page 1 of 1iGo

o C(Click “CORRECTIONS” under “Reports for GRANITE INSURANCE”

o Choose today’s date from drop down. If today’s date is not availa

<& kotapay.
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Reporting Lusiinbie Beports

Directions:

Reports for GRANITE INSURANCE

Report Name

@ Corrections report
. N

Senswewr  Bus

Last Processed
Recent i

Rounting #, Trans ID, Acc
# needs to be updated

Enter Data to Deposit Summary
e Open the Deposit Summary spreadsheet.
e Saved in Sharepoint...ECOMP...Intercept Kotapay Billing... Deposit Summary.
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2 business
days prior -
8/1/2020

Intercept

Pasting Transacti Travelers AMERISA AmTrust Employers Guard Hartford CNA2 Admin Broker

Enter the Transaction File ID from the Intercept Billing Summary for today’s Deposit Date. The File ID’s should
be in consecutive order from day-to-day.

Enter the Bill Date. This is two business days prior to today’s date.

Enter the Posting Date. This is one business day prior to today’s date.

DEPOSITS

4 @il Date QDate  EonFile QPrem EIFEPren@Prem [ Totsl [Prem [Prem [Prem [Fees [INSFFecflFees [ Total [l Deposit Amf Difference [ Notes [
5 6/1/2020| 5/28/2020| 5/29/2020 2811 8892.52 15144.04 9200.57 16756.51 17.98 5175 55186.62 55,186.62 0.00
6 6/1/2020| 5/28/2020] 5/29/2020|Credit -66.83 -66.83 -66.83 0.00
7 6/1/2020| 5/28/2020| 5/29/2020|Return 5 125 130 130 0.00
8 | 6/2/2020] 5/29/2020| 6/1/2020] 2817 17595.07 5482.01] 14726.35 1926133 255.18 3 58322.94)  59,094.94 772.00
5 | 6/2/2020] 5/26/2020] 6/1/2020|Credit 0 0.00
10 6/2/2020| 5/28/2020| 6/1/2020|Return 0 0.00
1 6/3/2020, 2818 o 0.00
12 6/3/2020 S credit 0 0.00
13 6/3/2020 Ret . 0 0.00
14 6/4/2020 l Pusmess day 0 0.00
15 6/4/2020 Cre| Prior - 61212020 0 0.00
16 6/4/2020 Retar [ ) 0.00

Open the History and Projections report you ran from Kotapay.

o Look for the “Cleared Amount” from the row that says “Cd-deposits for the POSTING DATE on the
Deposit Summary. If today is 6/4, the BILL DATE is 6/2 and POSTING DATE is 6/3. Enter this amount in
the “Deposit Amount” column on the Deposit Summary.

o Look for the “Cleared Amount” from the row that says “Returns for POSTING DATE on the Deposit
Summary. The returns amount will be entered on the prior days line on the Deposit Summary, on the
“Return” row, in the “Deposit Amount” column. Use the “Posting Date” from the report and enter the
data on the same posting date on the Deposit Summary. If today is 6/4, the BILL DATE is 6/2 and
POSTING DATE is 6/3

History & Projection Reporting

Granite Insurance Brokers at Kotapay

Pin: CSS Today Entry total deposit
Posting Cleafed Clearing % Dollar % Dollar

Date Status Transaction Description Deposit Returns Amount Date Returned Cleared
05/29/20 D Cd-deposits For 05/29/20 55186.62 (1) 0.00 0.00 55,186.62 06/01/20 0.00 % 100.00 %
05/29/20 D Returns For 05/27/20 Late 501.82 (1) -501.82 0.00 -501.82 06/01/20 0.00 % 0.00 %
06/01/20 D Cd-deposits For 06/01/20 59094.94 (1) 0.00 0.00 59,094 94 06/02/20 0.00 % 100.00 %
06/02/20 D Cd-deposits For 06/02/20 62414.91 (1) 0.00 0.00 162,414.91 06/03/20 0.00 % 100.00 %
06/02/20 D Returns For 05/29/20 Late 130.00 (2) -130.00 0.00 -130.00 06/03/20 0.00 % 0.00 %
06/03/20  C Cd-deposits For 06/03/20 6602668 (1) I 0.00 0.00 66,026.68 06/04/20 0.00 % 100.00 9%
06/03/20  C Returns For 06/01/20 Late 183.42 (2) -183.42 0.00 -183.42 06/04/20 0.00 % 0.00 %

Totals: ( 815.24) 0.00 241,907.91

Post to 6/1/2020 Returns
Previous Day

Page 5 of 11
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Open the “Intercept Billing Report New” from the bookmarked link previously provided to you.

https://secure.goecomp.com/ecs/content/admin/report.html?rid=1184

Spps  mF FAooly -Login @D E-LUME Administra.

o This report uses the BILL DATE. If today is 6/4, you'll look for 6/2 on this report.
o Click the arrow next to the line with the correct BILL DATE to open that report.

Filters

03/05/20 10 06/03/20
Item Deleted = false

Is Deleted = false
Billing Type 1= DIRECT
tus I= PENDING
Bil tus 1= HOLD

Bill Status 1=

UNRECONCILED

& Intercept Biling He EP ELUMPE - Comrmissi,. [k AMIRUST Actiity

@

Debit Amt Bill Date =

o Enter the data from this report on the Deposit Summary for each carrier. You'll enter the data from the
“Premium”, “Expense Constant”, and “Adjustment” column to each carrier as a formula.
(=15625.19+726.35+447.)

o If there is anything under the “Credit Refund” column, enter the total in the “Deposit Amount” column
as a negative number (-15.) Then enter the credit amount for each carrier under that carrier column.
The “Difference” column should be $0 when completed.

_ e s | e EEE————

3ack o Report Library

Intercept Billing Report New

0310520 10 06/03720

Filters
03/05/

Bill Date = 06.01-202
tem Deleted = faise
s Deleted = false

Biling Type = DIRECT

Insurance Company a - Premium Expense Constant

2. Enter by carrier the first 3
columns
= Premium + Expense
Constant = Adjustments

Adustments

‘Admin Fee

1. Look to see if
there is a credit to
enter by each
carrier and total .
should balance
out

KT pOELA

3 Broker Fee Credit Refuna TaxesiFeos Total ‘Debit Amt

wanse a0

B0

w41nn 156170

Admin & NSF fee by total
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e Open the Returns report you ran from Kotapay.

o Each returned amount will be entered on the Deposit Summary under the appropriate carrier. You will
need to check the billing in EPAY to confirm if the returned amount includes an Admin Fee or NSF. If so,
you have to break up that total and enter the Admin Fee/NSF portion under those columns on the
Deposit Summary, and the balance of the payment is entered under the carrier column. When
completed, the “Difference” column should be SO.

00603 Returns Report pdf - Adob:Ar_m;nt Pro 2017 - - [m] x
e Tools Document (?) a Q 101 k @ @ @ 2w - @ Melissa ~

Do these returns contain a
ADMIN or NSF Fee. Need to
look at EPAY in the Client

¢ kotapay

Returns for: 06/03/2020

GRANITE INSURANCE - 943292432

(Report on your retumed transactions. )

Name D Return Reason

GRANITE ECOMP - 943292432

Xcelerated® Posting Date Routing Account Number Info Suk ractions Additions.

06/01/2020 FAMLY BREAKFASTAND R TINJOVATI-2/578 RO Insufficient funds 011000138 / 466005610741 -ZJI:M 0.00
06012020 HELLENIC INC DBAYELLO GUARDZ/OVATI-2 R Insufficient funds 322271627 / 305576778 18311 0.00
Returns: 2
8342 0.00
Totals for 06/03/2020 Returns: 2
18342 0.00
Kolapay is a registered 1SO of Wells Fargo Bark, N.A., Concard, CA
©1983-2020 Kotapay, All Rights Reserved

o Each return must be processed in EPAY.

= The appropriate email template is sent to the insured for Insufficient Funds, Account Closed,

Account Frozen, etc.... The email is attached in EPIC.
e NSF-use NSF code and close activity.

= QOpen the billing that was returned.

Other- Set activity to f/u in 3 business days to see if EFT has been updated.

—®General Information

EFT Payments

Parent Company [edfl

. Email History
Company 1D 55535
- CompanyName: Family Breakfast and Restaurant Policies
: Employees
Federal Tax ID: P ploy
Billing Histol
Prior FEIN g ry
Staius BADL  Tolal Prem AdmFee Sile TRA ExpConl Audl NSF  Bik
H Click Here 1o Sea Current Polic)
S ER———— UNRECONGILED 2020-0523 1000 525 472 U
* 15 Payrell Company: No ~ UNRECONCILED 2020-05-29 1031 550 481
RECONCILED 2020-05-28 000 0.00
Codename Shorwing 1 tn 3 of 3 entries
* Is On Held No v

Click the drop-down and choose “Unreconciled”, then refresh the page.

Billing - "UNRECONCILED"

1 results
Show Al ¥ entries
- = , Date . .
7 Company 7 Send Date 7 Created  Previous Bills 7 Period
Reverse [ U vy SO U S GV, 05252020 2020-05-208146.56 (Bl Date: 2020-05-20) Start Period: 05-11-2020
Bill e e 2020.05-185174.80 (Bill Date: 2020.05-19) End Period: 05-15-2020
= M Eovats | | mFessqd Chansinoanan Emil ] b Rooon t Nomeatie T 2020.05.0755.00 (Bill Date: 2020-05-05) Check Date: 05-25-2020
View Payroll
WVien Fies  @4dd Note ?\gew Notes Chock Dato Schodulo
@Edit Period
Bulk
O nentype codes Detail T Amount

Page 7 of 11
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]

@

Reverse
Bill

=m Type
REMIUM
REMIUM
REMIUR

LEMIUKM

e C(Click on the “+” to open up the billing details. Scroll down and add the reason for the
return in the Notes section (NSF, Account Closed....)

O

EXP_CONSTANT

|
Maove ltems o Separate Bill Send Classification Email for Selected Employees Delete liems Classify Selecied Employees lo Selecled Class Code Select Class Code
= 3 |45 e

If NSF, add item to bill, $45 for NSF fee. Scroll back up, update date to
tomorrow’s date and set to pending.

DEBIT ~| PREMIUM 45 1 Save

Total:

wed, 3 Jun 2022 18:45 - Patti Anderzon : WSF

O

_ Date

”  Company Send Date " Created = PrevisuaRila =
05-28-2020 2020-
¥ Hellenic Inc dba Yellow Basket B send advanced notice an panding
w20, Schedule 1 day ahead to
= Ermails MResend Clazsification Email  Razend Notification .ji;.| 29-2020 20204 pU" out $ In 2 days
B View Files  @AddNote | @View Notes (] June 2020 [+]
-
Su Mo Tu We Th _ro Sa
A 1 2 33 5/ 6 s
Codes Dietail T {:] Amaount
s 8 8 10 12| 13
(8988) Excluded Officer-CA ~ GEOHGE KATSVALIS 190GECR 44 15 {16 {17 18 19 20 Tincluded Officer?
(9079) Restaurant- All Emple Anthoni Ksthivalis 418ANTHKATF] 21| 22| 23 24 25| 26 27 | Included Officer?
i ) 28 289 30 _
(9079) Restaurant- All Empli YADIRA RAMIR TYADIRAMI _l Included Officer?
(8079) Restaurant- All Emply ~ CECILIA SEGURA 851CECISEGU10 i@ 12.00 nrs $144.00 Suggested Siafe. CA " Included Officer?

If Account Closed, Frozen, Invalid.... Set billing to HOLD. Set account to HOLD
noting reason.
If reason is CUSTOMER ADVISES NOT AUTHORIZED, put billing and account on
HOLD. Email insured that our billing partner will no longer attempt to draw
from their account until they are provided with a letter FROM THEIR BANK that
states the account is open and active, Granite/ECOMP IS AUTHORIZED to debit
the account, and contains a HAND SIGNATURE. Attach email in EPIC and
continue to follow-up. PLEASE NOTE: We are charged $25 for each
unauthorized return. Once the letter is uploaded, the $25 is refunded to us.
Once letter is received it must be uploaded in Kotapay
= |n Kotapay, navigate to the Returns Report
= At bottom of page, click “Upload your Xcelerated Returns Removal
Letter.”
= Choose bank letter file, click red upload button. A confirmation will pop-
up. This should be saved in case needed later.
= To confirm the hold has been removed by Kotapay, you can run the
“Unauthorized return reconciliation report” form the Returns menu to
see if the client has been removed from this list.

Page 8 of 11
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TRANSMISSION |RETUR CORRECTIONS SETTLEMENT BiLLING OTHER

Report Name Recent L=t p:;'fessm
() Returns report -
* Report on your returned transactions.
Returns Code Summary M
(O Total company returns report v
= Total return amounts for your entire company.
(O Unauthorized returns report -

« Report of unauthorized returns.

@ Unauthorized return reconciliation report

¢ Unauthorized returns that have not been resolved with
Kotapay.

Upload your Xcelerated returns removal letter.

Please browse for your file to upload:

Choose File | No file chosen

UrLoan

e Open the Corrections Report you ran from Kotapay
o The report will reflect what is being corrected. Routing Number, Account Number or Transaction Code.
= [fitis a Transaction Code change, there is no action for you to take. Attach this report to the
appropriate account in Epic.
o Open the account in EPAY and update the EFT information to match the corrected information on the
report. Attach the report to the appropriate account in EPIC.

@ ECOMB Administra. @) Inercept Bling R (@ ECOMP - Comminsi. b AmtrustActuitySe..  E SmalBusiessWor. d Home|TheHattod @ Kotpay-ACHdie. @ Premium AuditAdv. % GoDaddy & hpslcommuniy. @ Payrol Co lsst Up »

Kotapay Support (800) 378-3328

. > k
& kotapay
* =) ([l (@) sy ach (O (4 b Page 1 of 1 (Go
:IE @ Corrections for: 06/03/2020

Help Topics
Corrections/Transactions Code Summary

(Notification to change information for fu

‘ GRANITE INSURANCE -- 943292432
ture transactions.

Xcelerated® Posting Date Application Name g Correction Type Original Trace / Routing / Account Number / Tran Code Corrected Information
RE RIE i e i i i aw
GRANITE INSURANCE -- 943292432 % Records: 1 (=
C6/022020  PAYNENT/PAYMENT  EASTCOASTFOODS GROUP  SWSALEVITOL  CB2 122236420016454 | 122238420 | 480845293 / 29 121102035 ) asosesas3 / 27

Corrections: 1

Total Corrections for 06/03/2020: 1

* 0 » Page 1 of 1 Go

Kotapay, o Division of First Intemational Bani& Trust, Member FDIC

Kotapay S

Confirm Data Balances
e Open “Insurance Carriers” in EPAY
e Scroll to first carrier from Deposit Summary (you’ll be checking each one.)
e C(Click “Edit” button on far right.

Page 9 of 11
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e Scroll down to “Next Remittance” and click on “Open.”

com granite ecomp camier gatew:
Ccom._granite ecomp. carier gatew:
Next Remittance
Open
Submitied Remiliance
Flles

e The amount labeled “Less Fees” under “Total Remitted” on the right side of the screen should match the total of

that carrier’s column on the DEPOSIT SUMMARY from the first date on the summary to the prior days date.

DATA ENTERED TODAY SHOULD NOT BE INCLUDED IN THIS TOTAL.

Working Premium Total: $29045.45 (beta)

Working Less Fees Total: $26395.45 (beta)

Q1o - fe =l@[Deposit Amt]]-[@Total]

Csend Al

Total Remitted:
Total Billing: $29,045.45
Lass fees: $26,295.45

[

A B C D E Every day for each carrier go in &

match to EPAY under Carriers. - if it
1 does not match find out it may be a ie/

K

L M N

Q

P

Q

MMARY

2 missed return, unreconciled
B
Intercept

Deposit Posting Transacti Travelers AMER AmTrust Employers Guard Hartford CNA2 Admin Broker
EW Date  EIBill Date EDate  RlonFile @Prem EFEferi@Prem B Total EPrem  EPrem EPrem RIFees EINSFFecplFees [BTotal [ Deposit Amf Difference il Notes |
2 6/1/2020| 5/28/2020| 5/28/2020 2816 8802.52 0 15144.04 9200.57| 16756.51 17.98 5175 55186.62 55,186.62 0.00
6  6/1/2020| 5/28/2020| 5/29/2020|Credit -66.83 -66.83 -66.83 0.00
7 ©/1/2020| 5/28/2020| 5/29/2020|Return 5 -125 -130. -130 0.00
8 6/2/2020| 5/29/2020| 6/1/2020 2817| 17595.07 6482.01| 14726.35| 19261.33 255.18 3 58322.94 59,094.94 772.00
9 6/2/2020| 5/29/2020| 6/1/2020|Credit a 0.00
10 ‘ 6/2/2020| 5/29/2020| 6/1/2020|Return -20.31 -163.11 -183.42 -183.42 0.00
11 6/3/2020] 6/1/2020( 6&/2/2020 2818| 16084.22 12754.7| 13045.53| 19841.52 183.87 500 62414 91 62,414.91 0.00
12 6/3/2020| 6/1/2020| 6/2/2020|Credit -5 -5 -241.75 -251.75 -251.75 0.00
13 6/3/2020| &/1/2020| 6/2/2020|Return 0 0.00

Attach Reports

e Combine the Intercept Billing Summary (from email) and all reports ran from Kotapay.
e Add the reports to the beginning by choosing “before first page” when combining.
e Save the combined report using naming nomenclature “DEP #Transaction File No $SDeposit Amt Today’s Date

(DEP #2814 $80,187.94 05.28.2020)

e Attach in EPIC.

o Locate Account = Vendor

o Account/Business name contains = Deposit

o Attach to E-COMP

Page 10 of 11
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